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INTRODUCTION

Welcome to the revised version of the AFIADL E-Exam Guide for Test Control Officers!
This is the third revision we've made to the Guide since we began the program, but it is
the first Guide specifically for E-Exam. We hope that it will make your transition to the
new version of the program easier.

We've made several changes that we think will make this more “user friendly.” As we
have done in the past two different guides are available:

e The Test Control Officer’s Guide
e The Student Guide

Each Guide is intended to be self-contained and provide the information needed for both
Test Control Officers and Students. We have incorporated the previously separate
“Special Instructions to Computer-Based Testing Students” into the Student Guide for
informational purposes only.

We've also tried to set up the Guide using front-and-back pages so that you can easily
remove them from a binder or print only those pages you need at any particular time.

In addition to posting these Guides on our Web site, we are also posting Adobe Acrobat
versions so that you may download and print additional copies as needed.

We would appreciate your comments on the Guides, suggestions for improvement,
changes, additions, or deletions, as well as information on any errors that may have
escaped our notice.

Please send via email to steve.mccarver@maxwell.af.mil

or via snail mail to: Steve McCarver

AFIADL/ECA5
50 S. Turner Blvd
Maxwell AFB, Gunter Annex, AL 36118-5643

Thanks for your help!

F-Examis an Air Force-owned, interactive, computer-based testing program designed to test, evaluate, and certify a student's
knowledge of the principles and procedures found in today’s Air Force specialties.

i September 2004
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If you have any questions, problems, or are in need of assistance, please do not hesitate to call
the program POCs, listed below.

E-Exam POC Information

The commercial prefix for all numbers is: 334-416-

E-Exam Project Manager — Extension Course Division
(Policy, New Users, Downloads, Program Revisions/Updates)

Steve McCarver DSN: 596-3174 steve.mccarver@maxwell.af.mil
Douglas McCarty DSN: 596-3622 douglas.mccarty @maxwell.af.mil

Customer Service
(Help for Installation Problems, Error Messages, File Downloads, Answer Sheet Manager
Program, and the File Transfer Program (FTP) software)

Customer Service DSN: 596-3795/1021 afiadl.customer.service@maxwell.af.mil
http://afiadl.custhelp.com

September 2004 iii
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| MPORTANT!

BEFORE INSTALLING E-Exam:

* Back up your test session data to a disk.

e Download ECI data and transmit to AFIADL.

If you do not take these actions, any test session data you
have in your current CerTest program will be lost!

The E-Exam install program removes all traces of the CerTest
program including any data from test sessions that has not
been sent to AFIADL.

Your STUDENT LIST and its accompanying information about

students will be preserved and transferred to E-Exam during
the install.

You will not lose the STUDENT LIST!

|l MPORTANT!
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Installing the Software:

1. Installing E-Exam from the CD
2. Installing Answer Sheet Manager

3. Installing the FTP Program

September 2004 1
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Important Note

The following install procedures focus on setting up E-Exam in stand-alone computer configuration.
This means that the program must be installed on EACH computer you want to use for testing. This
is the most common E-Exam operation method. However, it is possible to install and use E-Exam in
a network environment. Sometimes networking is highly recommended, especially when you are
using more than 10 computers in a testing room.

If you would prefer to use E-Exam in a networked room, you will find instructions for this on the
E-Exam page of the AFIADL web site. The Network Instructions page presents three different
configurations using no-to-low or moderate cost options for additional equipment and software
required for networking.

When networking E-Exam, the preferred configuration is a room-only network with an
administrative computer with base LAN/Internet access or a local Intranet with an administrative
computer with base LAN/Internet access.

All network configurations must ensure that the computers students use for testing cannot access the
base LAN/Internet during a testing session.

SPECIAL NOTE: IT IS NOT POSSIBLE TO SET UP E-EXAM FOR NETWORKING ON A THIN
CLIENT SYSTEM. Be sure to let your computer/network support people know this.

2 September 2004
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How to Install E-Exam

This section provides step-by-step assistance on installing the Windows™ version of E-Exam from
the CD. Please read these instructions carefully as you install E-Exam. Before you begin, make

sure that the computer(s) you are going to use for the program meet the minimum requirements
listed below.

Minimum Computer Requirements: £-£xam(Version 2.0) requires a 486 PC with at least 4 Megabytes of RAM, DOS 3.3, MS-
Windows™ 3.1, a (D-ROM drive, a 3.5-inch floppy drive, and 40 megabytes of free hard drive space before installation. A stand-
alone or network printer access is also required fo print reports.

To Install E-Exam 2.0 from the CD

1.  Make sure the computer is on and Windows is running.

2. Close any open programs.
To be sure press CTRL+ESC and check the Task List.

3. Place the E-Exam CD in your CD-ROM drive.

4. Click START in the lower left of the

Windows screen and select RUN. €) Help and Support

Windows XP

@ Shut Down...

5. e Use the BROWSE option to select o
the CD drive. _\é D
e Click on the CD drive.

-A% Dirive [E:

e Select the setup.exe file.
e Click OPEN to start the install

Look i | (2) E_EX&M (E) 3 0@ e E-
p rog ram. N Metwark Sehup
) CFragram Files
My Flecent | |JOEEETEREE
Documents
F,E%
Deskton
My Documents
C
My Computer
i,:')] File name: Setupene v
My Metwork | Files of type: Programs v|
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5. e You will see this box after you click

Type the name of a program, folder, document, or

e Click OK and the INSTALL program
starts.

3 Internet resource, and Windows wil open it Far you.

Cpen; | E:\Setup.exe w |

[ OK H Cancel ][ Browse. .. ]

6. A blue INSTALL screen displays the install
progress.

E-exam Yerzion 2.0 [Beta] Installation |

Initializing Wize Installation Wizard. ..

7. When you see this screen, press NEXT to
continue installing the program.

+ E-exam Version 2.0 Installation

Welcome!

This installation program will install E-exam Version 2.0.

Press the Mest button to start the installation. You can press
the Cancel button naw if you do not want b install E-exam
Wersion 2.0 at this time,

LCancel

8. Your next task is to specify the location on
your hard drive where the program will Z Eexam Version 2.0 Installation
be installed.

e You may select the default by
clicking on the NEXT button.

e If you want to select a different
location than the default, click on
the BROWSE button and select the
new location.

Select Destination Directory

Please select the directony where E-sxam Version 2.0 should
be installed.

C:\Program Files\E-sxam Browse...

Current Free Disk Space: 30991356 k
Free Disk Space After Install 30917548 k

If you accept the default location or use
browse to select an alternate location, < Back
select NEXT to continue with the install.

LCancel
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9. The next screen asks you to select the
start menu folder. To accept the default A o e i 20 s e
location (E-Exam), select NEXT.

Select Start Menu Folder

Enter the name of the Start Menu folder to add E-exam Yersion
20 icons to:

|E-exam

Accessones A~
ActivCard T
Administrative Tools

EC!| Development CerT est

ICS Yiewer 5.1

Intemet Explarer

Jasc Software

Java 2 Runtime Environment

Javaweb Start

JetForm FormFlow

Microgoft Qffice Toole et

Lancel

10. After selecting NEXT, you will see this
screen asking if you want to install the Network Install? 3]

NETWORK version. . wiould pou like other computers to be able ta wn
- E-exam from C:\Program Files\E -exam over the
network?
If You are using a network, select YES [IF*YES. then the "WaorkstationSetup. exe program will be
. installed.]
If you are NOT using a network, select
No. Yes Mo Cancel
11. After selecting YES or NO on the previous
screen, the install routine continues. S

You will see this screen while the install Qb 'eCt ronlC
routine searches for a previous version of
CerTest (1.03 or 1.05)

wersians ol CoTest This map take soveral mirutes.
Prets ESL ba shin

AL THAELPE

12. If the install routine locates a previously
installed version of CerTest, you see this /. Version Update Selection

screen. Below iz a list of CerTest configurations found on your computer.

To continue with the install, click on the
Update the Selected Previous Version to o S

E-exam 2.0 button

The install routine will continue.

Select the version that you would like to update:

‘ Update the Selected Previous Yersion to E-exam 2.0 |

Don't Update Any, Install Fresh E-exam 2.0 Yersion ‘

Cancel ‘
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13. A successful install will show the following
screen. * E-exam Yersion 2.0 Installation

Installation Completed!
e Selecting FINISH at this point will
start E-Exam.

E-exam Version 2.0 has been successfully installed

Press the Finish button to exit this installation.

e If you do not wish to start E-Exam
at this time, uncheck the Run E-
Exam Version 2.0 on Exiting this
setup option.

W Fiun E-gxam Version 2.0 on exiting this sshup

14. When you select FINISH and E-Exam
opens, you will see this standard warning
screen about Government computers.

i This is a Department of Defense computer-based testing program. This program.

g all related equip networks, and network devices are provided for

authorized U.S. Government use only. DoD computer systems may be monitored for
i all lawful purposes. including ensuring that their use is authorized. for management
of the system. to facilitate protection against unauthorized access. cheating. and to

H H verify security procedures, survivability. and operational security. Monitoring
CIICk OK To ConhnUe. includes active attacks by authorized DoD entities to test or verify the security of this
system. During monitoring. information may be examined., recorded. copied and
used for authorized purposes. All information. including personal information.
placed on or sent over this system may be monitored. Use of this DoD computer
system. authorized or unauthorized. constitutes consent to monitoring of this system.
Unauthorized use may subject you to criminal prosecution. Evidence of
unauthorized use collected during monitoring may be used for administrative,
criminal. or other adverse action. Use of this system constitutes consent to
monitoring for these purposes.

This completes the initial set-up of version 2.0 of E-Exam which includes current CDC end-of-course
exams. However, you are not ready to use the program for testing yet!

Note: The install program also adds an E-Exam shortcut to your desktop.
Before you can begin using the program you must enter the data required to identify your TCF.

You will be required to complete the TCF identification screens the first time you start the program
after the install routine is complete. Instructions for this are given on pages 21 - 30 of this Guide.

Test Control Facility Data

TCF Zip:
TCF Shred: [p

Computer Mumber: ’1— [Be sure to assign a different number to
each computer in your classroom. )

DSHN: ’7

Commercial Phone: |

E-mail: |

Organization: |

Base: |

State:

| LCancel Help

6 September 2004
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How to Install the AFIADL Answer Sheet Manager Software

The Answer Sheet Manager (ASM) program is used to create batch files from the student data
that you download from E-Exam in order to send test results to AFIADL for posting to student

records.

To install Answer Sheet Manager:

1. Insert the distribution CD in the CD drive.

Click on Start: Run

2. e Use the BROWSE option to select the
CD drive.

e Click on the CD drive.
3.  When the BROWSE window opens:

Look for the Answer Sheet Manager
folder

Double-click on the Answer Sheet
Manager folder

4. When you double-click on the Answer
Sheet Manager folder:

The Look in box shows Answer Sheet
Manager

The window shows the
Setup_answers_sheet-manager.exe file

©) Help and Support

- e merrm o m—— = \—

1-Bws D IE

5] ;
=
Browse E”z‘
Look in | () E_EXAM [E) DN
Y (ChAnswer Sheet Manager
:9 (CDE-exam
MyRecent | (C5uppart
Document: ()ws_Ftpss
g

My Documents
=3
58
My Computer
ﬁ,} File name I | Open
- o
My Metwork | Files of type: | Programs v [ e ]
Hrve 7%
Lok it | L3 Anawer Sheet Mansger - OrrmE
N B 5ctp_Arriwer_Twet_Manages pan
59
My Flecent
Docurnents
Daskicn
=y
My Diocuments
.5!
My Compudm
‘,_a Fie e v [T |
My Netwedt. | Fies of hpe Program: - Carcel
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5. Click on the
Setup_answer_sheet_manager. exe Brawse )
f'l Lookin: | £ Answer Sheet Manager vl @ F 2@
ile name -
L)
el
This places the .exe file name in the @
File Name box at the bottom of the Deskten
screen %
My Documents
Click OPEN e
My Carmputer
.. Florary |Sotup_Answer_Shest_Manager oxe v [Coe ]
Myﬁmk Files of type | Frograms ¥ [ Concel |

When you click OPEN in Step 5:

You return to the RUN window and the
file name shows in the OPEN: box

Click OK

When you click OK in Step 6:

The Answer Sheet Manager install
program starts.

Read the Welcome screen.

If you are ready to continue with the
install process, click NEXT.

When you click NEXT in Step 7:

You see the Choose Destination
Location screen.

This is where the ASM program will
install.

To select the default location, Click
NEXT.

Open:

Type the name of a program, folder, document, or
Internet resource, and Wwindows will open it for you,

E "E:\Answer Sheet Manager!Setup_Answer_Sheet T v!

[ Ok H Cancel H Browse. .. ]

t} Welcome

‘welcome to Answer Sheet Manager 6 Setup
program. This program will install Answer Sheet
= Manager & on your computer.

It iz strongly recommended that pou exit all Windows programs
before running this Setup Program.

Click Cancel ta quit Setup and close any programs pou have
running. Click Nest ta continue with the Setup pragram .

WARMING: This program is protected by copyright law and
international freaties.

Unautharized reproduction or distribution of this program, or any
poartion of it, may result in severe civil and criminal penalties,
and will be prosecuted to the maximum extent possible under
law

Cancel

ose Destination Location

Setup will install Ahswer Sheet Manager B in the following
falder.

Taoinstall inta & different folder, click Browse, and select
another folder

You can choose not ta ingtall Answer Sheet Manager B by
clicking Cancel o exit Setup.

Destination Folder

C:hManswer Sheet Manager B Browse...

<Back |i THesY Cancel |
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9.  Selecting NEXT in Step 8:

{1 Select Program Manager Group: g|

Enter the name of ths Program Manager aroup to add Answer
Sheet Managet 6 icons to:

Opens the Select Program Manager
Group window.

]Answer Sheet Manager

ACCEssonies ~
ActivCard 3
Adrministrative Tooks

ECI Development CerTest

E-exam

Gradkell Systems, Inc

ICS Viewer 5.1

Intemet Explorer

Jasc Software

Java 2 Runtime Environment

Java'web Start

JetForm FormFlow

Miciosoft Office Taols

Netscape 7.0 >

Accept the default location.

Click NEXT.

<Back [ Hesty Y Cancel

10. Selecting NEXT in Step 9:

("] Start Installation

5

You are now ready ko install Answer Shest Manager &

Opens the Start Installation window.

Press the Next button to begin the installation of the Back
buttan to reenter the installation infarmation.

Click NEXT to continue with the install.

<Back {7 Hesty ) Cancel

11. When you click NEXT in Step 10:

Installing

E5]

The Installing window opens and shows
the progress of the install process.

R =
Current File

Capying fil
C:AWINDOW S \Spstem32holeaut32.dIl

Al Files-

Time Remaining 1 minute 55 seconds

| =1

12. When the Installation Complete
WindOW ShoWS; [ Installation Complete g

Answer Sheet Manager & has been successhully installed.

Press the Finish buttan ta exit this installation

Click FINISH to end the install process
and return to your Windows desktop
screen.

You have now installed your new ASM
program.

T hnish s

September 2004 9
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13. To add the ASM icon to your desktop:

Open

Browse with Paint Shop Pro 3
E (=}

Search...

Add ko \Winamp's Bookmark: list
Enqueue in Winamp

Play in \Winamp

Properties

Place the mouse on the START button.

Right click to get the pop-up box
shown at the right.

Select Explore and click on it.
Open All Users

Explore All Users

[15] Lo RS i i A

14. Select your hard drive (C:) and look for
the PROGRAM FILES folder.
e Click on the + sign next to the
Program Files folder to expand |... 5T vaea R
the st ST = (B 57 [ s

I l Cohelp b £ INSTALL LS5
Heofils. e

&
S g e BT

e Click on the Answer Sheet
Manager folder.

o You will see the list of files
shown at the right.

15. Place your cursor on the icon shown to
the right.
e Hold down the left mouse
button and drag the icon to the
desktop.

Mergfile.exe
AFIADL Answer Sheet Manager
PowerTrain, Inc.

e Release the mouse button.
You now have the ASM icon on your
desktop.

16. The first time you open ASM after

installing it, you need to complete the
Test Control Facility Data information. cFzip [
TCF Shred: |

When you have entered your s [

information, the OK box becomes

Commercial Phone: ]

active.
E-mail: |
Click OK to continue to the program. Urganization; |
Base: |
State: ’_

v DK | X Cancel ? Help
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17. When you click OK in Step 16:
This NOTICE window opens.

Click OK to continue.

18. When you click OK in Step 17:

The main Answer Sheet Manager
screen opens.

If you are ready to batch student data,
follow the instructions on page 80.

If you are not ready, click EXIT on the
menu to exit the program.

If you are not Familiar with the use of this
program, please refer to HELP for assistance.

!} Answer Sheet Manager B@g]
Exit TCF Data Drive Recover About  Help
26-Aug-04 Air Education and Training Command 12:42:09 PM

TCF Zip: 361185643 shred: 0
Current batch number is 001

Files in current batch: [0]

Air University
Office of Academic Support
Sofware Services
Version 6.0
Read Answer Sheets from a:

Scan for answer sheet files

New Files

With the Answer Sheet Manager icon on the desktop, all you need to do to start the program is to
place the mouse cursor over the icon and double-click.
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How to Install the FTP Software

The file transfer protocol program for sending data to AFIADL is called WS_FTP. It is a
Windows-based application for transferring files between your PC (the local system) and
a remote system (AFIADL). WS_FTP allows you to connect to another system from your PC,
browse directories and files on both systems, and transfer files between the systems.

For Your Computer Folks: WS_FTP is a File Transfer Protocol (FTP) client application that
complies with the Windows sockets (Winsock) standard. WS_FTP can connect to any system
that has a valid Internet Address and contains an FTP server program, allowing you to
transfer files between a wide variety of systems, including Windows, OS\ 2, and UNIX
systems.

The WS_FTP program is included on the E-Exam distribution CD that you received.

To install the FTP software:

1. Insert the distribution CD in the CD drive.

Click on Start: Run

2. e Use the BROWSE option to select the
CD drive.
e Click on the CD drive.

3.  When the BROWSE window opens:
Look for the WS_FTP95 folder

Double-click on the WS_FTP95folder

oz
£
mE’}"

~ 8
A e
< 3
g =

% i

5 (“;\. 4..
2

=
o

3£

©) Help and Support

@ Shut Down...

Lookin: | (2 E_EXAM [E:] 9 Q32 -
;'_‘Mnswer'sh'ee't Manager
E-eam

cent ()Support

s
B setup.exe

top

puter

work  Files of type Programs v

12
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When you double-click on the WS_FTP95
folder:

The Look in box shows WS_FTP95

The window shows the INST32.EXE and
INSTALL.EXE files

Click on the INST32.EXE file name
This places the INST32.EXE file name in
the File Name box at the bottom of the

screen

Click OPEN

When you click OPEN in Step 5:

You return to the RUN window and the
file name shows in the OPEN: box

Click OK

When you click OK in Step 6:

The INST32.EXE install program starts.
Read the Welcome screen.

As a Government user the program is
free for you to use. This is the same
program that you have been using with

CerTest, it has just been updated a bit.

If you are ready to continue with the
install process, click ACCEPT.

Look i | L3 W Fipts = OF@E
a TBINETI B
5 ] Bloestanes
My Fincard
Dicueris
Dnshics
L/
My irrrmeri
My Compuem
-,.l il e - Open
My Nemcrk, Tl of type Fogass o Concel
B cdl]
Lok i | (3 W Fins ¥ Q=
DmsraLex
My Recent
Docuntmnts
@
Deakiop
=y
My Dipcumen
48
My Computer
‘g File name INSTI2EE ¥ Open
Mybohwork Pl of hpe Progearms - Cancal |

— Type the name of a program, folder, document, or

Internet resource, and Windows will open it For you.

Open; .E:\Ws_FtDQS\INSTSZ.EKE 5|
[ Ok I [ Cancel ] [ Browse. ..
WS_FTP is NOT Shareware X

WS_FTP LE End User License Agreement

Read in full. Accept only if you agree to all terms.

'W5_FTP Limited E dition is free to certain academic, 1.5, government and
non-commercial home users az defined below in the WS_FTF Limited

Edition End User License Agreement. All ather users must purchase a

licenze to'WS_FTP Professional, the advanced commercial version. Far

mare infornation about 'WS_FTP Professional, click “about '/S_FTP Pro"
below or see the About box in'WS_FTP. Talearn maore about [pswitch's

free 'WS_FTP distribution program, visit bitp: /A ipswitch.com or send
email to infof@ipswitch, com,

B CLICKING ON THE "ACCEPT" BUTTON, YOU ARE COMSENTING
T0 BE BOUND BY THIS AGREEMENT. IF vOU DO NOT AGREE TO ALL
OF THE TERMS OF THIS AGREEMENT, vOU MAY CLICK THE "15 DaY
FREE TRIAL" BUTTOM FOR 4 15 DAY EVALUATION OF THE
ACCOMPANYING SOFTWARE [THE "SOFTWARE'] OR CLICK THE "DO
NOT ACCEPT" BUTTOM AND THE SOFT'WARE WWILL MOT CONTINUE
'w'S_FTP LIMITED EDITION END USER LICENSE AGREEMENT

LICENSE

2
Accept | Do Mot Accept | 15 Day Free Trial | Print ‘
About WS_FTP Pro
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8.  When you click ACCEPT in Step 7:
Locate Directory Ea3
You see the Locate Directory window. This is
. y. Fleaze enter the destination directary:
where the FTP program will install. —
ANCE
To select the default location, Click OK. CAProgiam Files\wS_FTP Browse
9. Selecting OK in Step 8:
Locate Directony
Opens another Locate Directory window.
P . Y . Pleaze enter your preferred local destination
This is where you want your transfer files directory for file trarsfers: =
stored. —Iance
C:\Program Files\wWS_FTP Browsze
Change this to the folder C:\FTPBatch
Select YES when asked to create this folder
Click OK.
10. Selecting OK in Step 9:
FTP Installation
Opens fhe FTP Insiallaﬁon window. Pleaze zelect the version or verzions to install. The recommended
werzion for your spztem iz preselected,
The 32 bit 2 window version (Windows [ 16 bit 4 window version [Windows 3.4) e ]
95 or NT only) is checked. I~ 32 bit 4 window version [Win32s, Windaws 95 or NT)
Accept this default. e e
[v 32 bit 2 window version [indows 95 ar NT only) Cancel
Click OK to continue with the install.
11. When you click OK in Step 10:
%]
The Installation window opens and shows Copying E:tiwés_Fp35'w'S_FTPiito C:Pragram
. Filez\wS_FTPYWWWS_FTF.ini
the progress of the install process.
Cancel
12. When the Installation process in Step 11
Many anonymous FTP sites require your e-mail
The INPUT window opens. address as your password. Please enter your full
e-mail address. Cancel
Enter your email address in the block where
guest@unknown is highlighted.
Click OK.
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13. When you click OK in Step 12:

Program Manager Group

The Program Manager Group window
Pleaze enter the name aof the Pragram Manager

opens. group for thiz software;
Ww5_FTP - Cancel

Accept the default.

Click OK.
14. When you click OK in Step 13:

Congratulations! E|

The installation routine completes and
. . Installation successhull
you see the window shown on the right. Happy FTPing!

Click OK

15. To add the FTP icon to your desktop:

Open

Browse with Paint Shop Pro &
Explore

Search.,

Add to winamp's Bookmark list
Engueue in Winamp

Play in \Winamp

Properties

Place the mouse on the START button.

Right click to get the pop-up box shown
at the right.

Open All Users

. . Explore All L
Select Explore and click on it. - ittt Y.

16. Select your hard drive (C:) and look for
the PROGRAM FILES folder.

File Edit view Favorites Tools Help

_) I? ,/'-\i Search I '_ Folders v

address (B3 ws FTP

Click on the + sign next to the Program £
Files folder to expand the list.

g = s WS FTPIS LE: W5_FTP Help
File and Folder Tasks & Shorteut Sharkeut
HEL: CONA LKE
9 Make 3 new folder

Click on the WS_FTP folder. ) Publish this Folder ta the = WS ETRRelbase Notss
‘Web = | Shortcut

d Share this foldzr 1 KH

You will see the list of files shown at the
right.
17. Place your cursor on the icon shown to

the right.
°nd /S FTPoS LE

Shorkeout
1 KE

Hold down the left mouse button and
drag the icon to the desktop.

Release the mouse button.

You now have the FTP icon on your
desktop.
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Setting Up WS_FTP Software

When you have completed installing the WS_FTP software, use these steps to create a profile
which will make your FTP sessions easier.

1.  If you placed the FTP icon on your

desktop: Double click on the Session Properties
o General | Startup | Advanced | Firewall|
Profile Mame: |5 Mew
ﬂ% to start the program. Host Name/address. [t ipsmitchoom
L | T—

User |D;  |anonpmous W Anonymous
Password:  |steve.mecarver@manmel.af.mil [ Save Pud
Account:

Comment: ‘

When the program opens you see the
Session Properties window.

You are going to create a profile to use
when sending data to AFIADL. = TR

2.  Click on the NEW button to begin creating
your profile. W

3.  When you click NEW in Step 2:

Session Properties

General ]Slartupl Advancad} Firewa\ll
Profile Mame: | - Mew
Host NameAddress: Delete

Host Type: | Automatic detect -
You are now ready to begin entering o D n

information for your profile. Possword [ I SavePud
Accaunt:

Comment: |

The Session Properties window clears the
previous entries.

ok | Cancel | Apply | Help

4. Make the following entries:

Session Properties

PrOﬁIe que: AFIADL General l Startupl Advanced] Filewall]

:ost ?ameQAddress: ;32.60.202.90 el Nae: [FFAT - =
ost e: Automatic detect

U |DYP1- f Hiost Mameddddress: |132.BU.202.90 Delete
ser s IC

quswordo UpIOCId Host Type: |Automatic detect ﬂ

Click Save Pwd to save password UserID: [ef I Lonnoie

Click APPLY to save the changes Password: [ o e

Account: |
CIICk oK Comment: |
You should see a communication ok | Cancel TR Help

succeeded message and hear a tone.
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5.  When you get the communication succeeded message and hear the tone, your profile has
been established and you are able to access the AFIADL site.

You are now ready to use the FTP software to send data to AFIADL.

For instructions on how to send data using the FTP software, see page 82.

Once you have installed the FTP program, you are ready to send your batch files to AFIADL.
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Getting Up and Running with E-Exam:

1. Entering TCF Information
2. Adding Test Managers

3. Deleting the Install Manager
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Entering TCF Information

Before you can use E-Exam to administer tests, you have to complete some administrative tasks
that help identify your Test Control Facility.

When you open E-Exam for the first time after installing the program, you see a log-on screen
that asks you to enter a Social Security Number and a password.

E-exam Certification System:
Fie Help

lectronic

VEYLET

COMPUTER-BASED TESTING PROGRAM

Log On

Enter your Social Security Number: | - -
Enter your Password:

(Far official use only. This information is
subject ta the Privacy Act of 1974.)

Do not enter your Social Security Number and a password here! Entering your Social Security
Number and any password at this step will result in an error because your information has not
been entered into the program and you will see an error message. Starting E-Exam at this point is
accomplished using the default Install Manager’s Social Security Number and password built into
the program:
Social Security Number: 123-45-6789
Password: AFIADL

To complete the set up process, follow these instructions.
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Enter Your TCF Information

1. Enter the Install Manager Social Security

Number and password in the appropriate T
bIOCkS' Enter your Social Security Number: |123-45-6789
Enter your Password: [XXXXXX
CIiCk OK When You are reqdy to go to the [For official use only. This information is
subject ta the Privacy Act of 1974 )
next step.

2. When you see this welcome screen,
Click OK to continue. Welcome to E-exam!

o
h{) Welcome to the E-exam swstem, Install Manager.

3. This screen is where you enter the data

that identifies your TCF

TCFzZip: |
Enter the full 9 digit TCF Zip Code. A

e (Lo
Change the TCF Shred from the default if HELE

. Commercial Phone: |
your shred is not O.

E-mail: |

Drganization: ‘

The Computer Number should change for Base: |
each PC you install the program on. Sefte: |
You will not be able to use E-Exam | il i

without entering this information.

Notice that the OK box is “greyed out” (not active). It will change to active and allow you to
select it once all of the items on the screen have been completed

4. Once all of the data has been entered the
OK button is activated. Test Control Facility Data

TCF Zip: [361185643
Click OK to complete the set-up process. TCF Shred: g

Computer Mumber: ,]— [Be sure to azzign a different number to

each computer in your classroom. |
DSN: |596-3174

Commercial Phone: |334.41 B-3174

E-mail: |sleve.mccalvel@maxwell.af.mil

UOrganization: [AFIADL

Base: |Eunle|

State: (5]

OK LCancel Help
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Once you have entered the TCF data, you will not need to enter it again. However, if your TCF
information changes, you may edit the TCF data.

Note: You MUST fill in the 9 digit TCF Zip, TCF Shred, and Base fields in order to continue. If you are using £-£xam on
more than one stand-alone computer, assign each computer a different number and enter that number in the Computer
Number field. This is not necessary if you are running £-Fxam on a Local Area Network.

When you select OK in step 4 above, the E-Exam program opens to the default screen:

7 E-exam, - [Tests]

"] Flle Edit ‘iew Options Reports Help

Specialty: Training Area:
| Al Speciaftos || W | A Fraiming Areas |

Tests - [0 Total |

The next step is to add yourself (and any other test administrators) as managers. To do this:
1. Click on FILE on the toolbar.

2. Select Open Manager List on the File drop down menu.

7 E-exam - [Tests]

Edit  View Options
Open Student Lisk Chrl+5
Open Manager Lisk Chrl+M
Open Test Lisk Chrl+T
Open Training Area Lisk

Open Graphic Library Chrl+L

Reports  Help
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Adding Test Managers

After you have opened the program, entered your TCF information in the appropriate blocks,
and logged in as the generic manager in the previous step you are ready to add some managers
to the program.

When you exit the program the first time the Install Manager is deleted, so it is important that you
add test managers now. If you do not add at least one manager now, you will not be able to
access the program without reinstalling it.

If you are going to be the primary test manager, add yourself to the manager list first. Then add
any other individual test control office personnel who are qualified to administer tests before
exiting the program.

Add a Test Manager

1.  From the File menu:
o Select Open 2 E-exam - [Tests]

Manager List BEEN Edit  wiew Options  Reports  Help
CQpen Student Lisk Chrl+3
Open Manager List Chrl+r1
Qpen Test List Chrl+T
Open Training Area Lisk
Open Graphic Library Chrl+L

2. When the Manager List

opens the default managers - E-exam - [Managers]
are "Sfed Edit ‘Wiew ©Options Reports Help

5pecialty:
| A Speciafies |

Managers - [ 2 Total ]

3. To add a Manager:

e Select EDIT.
o Then select ADD
MANAGER:

H
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4. The New Manager Information screen
opens.

5.  On the New Manager Information
screen, enter:
e Last Name
e First Name
e Middle Initial (Type or use
the down arrow to select
from a drop-down list)

e SSN

6. Select the branch of SERVICE or
appropriate category for the
manager you are adding.

To select the branch:
e Click on the down arrow in
the SERVICE box
e Scroll through the list and
click on the appropriate
selection.

7. To select the RANK from the drop
down list:

e Click on the down arrow in
the RANK box

e Scroll through the list and
click on the appropriate
selection.

Note that the rank options change according to
the SERVICE selected in the SERVICE box in Step 5.

Newr Manager Information

Last Hame: |
FirstMame:| Middle Initial: [ -]
S5N: ,--7 Service: m
1 —
Specialties:

-/ Aircrew Operations

-/ Aircrew Protection

-/ Chaplain Service

-/ Civil Engineering

T d Control Sypst 1]

S icati C Syst Help
- Communicabons-Electronics

- Contracting
- Dental
/Financial & Financial M
¥ LCancel

~/Fire Protection

5 Password

New Manager, Information

Last Name: |McCarver

First Name: |Sleven

Middle Initial: (4 ~
Service: |Air Force -
Rank: -

s Password

SSH: |n00-00-0000|

Specialties:

-/ Aircrew Operations

-/ Aircrew Protection

~/Chaplain Service

-/ Civil Engineering

-/ Command Control Systems Operation
-/ Communications-Computer Systems
~C ications-Electroni

Privileges

Help

-/ Financial & Financial Management
- Fire Protection B Cancel

| Pivieges |
|

=
G |
E

Service: |Air Force

Rank: E

Army

Civil Service

Coast Guard
Contractor

DLA

Foreztip Service
Marine Corps it

Rank: j

G5-1 |
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8. Select a Password.
e Do not use any password you use for other computers you have access to.
e The password does not need to meet the same standards as your network
passwords for your base network access.
e Do not use a password easily associated with you (nicknames, phone numbers, pet’s
names, children’s names, etc.)
e Select something that is easy to remember.
9. In the Change Manager’s Password
dialog box:
e Enter your New Password. Enternew Password: |
e Verify your Password by 1 Verty Passwor: [
repeGTing the enfl’)’ from The ’ Thiz password is used during the
f  manager’s initial log on and will also be
New Password box. Ed:ed to the list of Test Validation
o [ LCancel
Click OK to return to the NEW | ‘
MANAGER INFORMATION screen to
check PRIVILEGES.
When both PASSWORD blocks match, HHHORIRTEIANE i
the password is created and the OK Verily Password: ]
buﬂon is active. This pazsword iz used during the
manager’s initial log on and will also be
added to the list of Test Validation
. . Codes.
The PASSWORD will not show in either i
box, capital Xs will be shown instead. oK Cancel ‘
10. To set PRIVILEGES for the NEW
MANAGER, click on the PRIVILEGES
bOX. Last Name: |McCarver
First Hame: |Steven Middle Initial: (A
55N: |000-00-0000 Service: |Civil Service -
Rank: (G5-12 -
Specialties:
-/ Alicrew Operations ~
J:ilclew gll::)lecllion Fasseiord
- Chaplain Service
-/ Civil Engineering H
ST d Control Spst Op
 Communications-C: Syst
- Communications-Electronics
-/ Contractin:
waentlaI = e
+Financial & Financial M
-/ Fire Protection ~ Cancel
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11.

12.

13.

All DEFAULT privileges should be
selected.

The only PRIVILEGE not available to
local managers using E-Exam is the
ability to Create /Edit DoD Wide Tests.

To restrict privileges: change the default
selection for a privilege by clicking on
the PRIVILEGE's check box to remove the
X. This removes that privilege.

Note: You can only take this action when
logged in as the Install Manager.

When the screen reflects the desired
privileges, select OK and you return to
the Manager Information screen.

When you select OK as the final step in
the MANAGER INFORMATION box,
you get a confirmation that the NEW
MANAGER has been added.

Manager:

[ Create/Edit Managers
[* Create/Edit Students

[ Copy Records From Diskette
[* Lock/Unlock Tests

Manager CerTest

[* Restore Database

[¥ Compact/Repair Database

| |
Help
Lancel

Manager

Test

[X Copy Tests From Diskette

Personnel

X Create/Edit Managers

[X Create/Edit Students

[X Copy Records From Diskette
%X Lock/Unlock Tests

["Create/Edit DoD Wide Tests:

. Steven McCarver
File
[ Restore Database

[¥ Compact/Repair Database

#anager, Information

Last Mame: |tElT est

SSN: |888-88-8888

Specialties:

First Mame: |Manager

Middle Initial: -
Service: | Air Force -
Rank: -

-/ Aircrew Operations
- Aircrew Protection
-'Chaplain Service
- Civil Engineering

. Password

Privileges

JC d Control Syst 1]
N ications-C Sy

" Help

-/ Communications-Electronics
- Contracting

+Dental

Financial & Financial M

-/'Fire Protection

|
e |
v LCancel

Mew Manager

-
\3‘) Stewen Mccarver Added,
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14. Select OK in the NEW MANAGER
message box. " E-exam - [Managers]

—_|MElES Edit  View Options  Reports  Help

To verify that the manager has E Open Student Lisk Chrl+S
been added: = Cpen Manager List Zhrl+M
Jpen Test Lisk Chrl+T
Select FILE: OPEN MANAGER LIST Open Training Area List
Open Graphic Library Chrl+L

The list of managers will display.

7 E-exam - [Manapers]

ile Edit View Options Reports Help

Specialty:
| A Speciattios |

Managers - [ 2 Total ]

Manager, Install
Mccarver, Steve, G5-12

15. To ADD ADDITIONAL MANAGERS, repeat the process for each additional manager you
need to add.

When you have added and verified the addition of at least one manager, exit the
program to complete the set up process.

When you exit, the Install Manager is automatically deleted.

If you did not successfully add at least one manager, you will not be able to access the
program and will have to complete the install routine again.

ABOUT THE SPECIALTIES LIST

Notice the specialties listing shown on the MANAGER INFORMATION screen. All specialties are
auvtomatically selected for all managers. The SPECIALTIES list provides added functionality when
adding students to the program and when unlocking tests for students. Additional information
about how this feature works is included in the ADD STUDENTS section later in this Guide.
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Deleting the Install Manager
If, for some reason, the Install Manager was not automatically deleted, manually delete it using these steps:

1. Start E-Exam and sign in with your Social
Security Number and Password. Log On

o Click OK : .
Enter your Social Secunty Number: - -
“ . Enter your Password:
e At the “Welcome. . .your last log in

” . [Far official use orly. This information is “
wdas. . . bOX, CIICk OK subject to the Privacy Act of 1974.] _

2. e Click on File in the toolbar.

7 E-exam - [Managers]

le Edit Wiew Options Reports  Help

A [J] o x] [i] (5] [#] =]

Specialty:
| A4 Speciites |

e Select Open Manager List from the
drop down menu

Managers - [ 2 Total |

Manager, Install
Mccarver. Steve. G5-12

3. Click on Install Manager in the manager

list.

"] File Edit View Options Reports Help

Specialty:
| A Specisiies -

4. Select Edit : Delete Manager from the drop
down menu Reports

Shift+Ins

5. When the Delete Manager box opens,

e Select Yes to Delete Manager
shown in box.

6. After you click Yes to Delete Manager:
e Install Manager is deleted as manager
e The Manager List is displayed

Congratulations, you have successfully deleted the generic manager. From this point on, only those
individuals in the Manager List will be able to use the program from the log on screen.
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Preparing for Testing Sessions:

1. Adding Students to the Student List
2. Check Enrollment in Web CDSAR

3. Determine E-Exam Number

4. Unlock the Test

5. Using the Training Area Option

6. Optional Unlock Method
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Student Testing Sessions

Student Testing! Here is the heart of the E-Exam program: providing the test and a score for
enrolled students. You’ve always provided this service; now you're doing it with a twist. You're
providing a computer-based test rather than a paper one and you're providing immediate
feedback on performance. The student will still receive an official score report postcard from
AFIADL. And, just like you’ve always done, there are some administrative tasks associated with the
student testing session.

Working with E-Exam you will be responsible for:
e Entering Student Information in the program
e Providing Assistance if requested (the Student Guide and E-Exam tutorials should suffice)
e Unlocking Tests for the Students
e Initiating the Scoring Process
e Printing a Student Report
e Sending Student Data to AFIADL

So, let’s get started with the first step: Entering Students in the program.

Adding Students To The Student List

Before you allow a student to take a test in E-Exam, the student’s information must be entered into
the program. Entering student data is a process similar to that of adding managers to the
program.

You may enter students before their testing sessions if you have their information. You may enter
students at the start of the testing session. When you do this is your decision. Just remember that
student data must be in E-Exam before you can unlock a test and before the student can log on to
take a test.
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How to Add a Student

The Add Student function enrolls a new student for taking tests in the E-Exam program.

1.  Start E-Exam and log on as Manager

Click OK in the Welcome to E-exam!
block

Welcome to E-exam!

.
1 ) Welcome ko the E-exam system, G3-12 Mccarver.

2. E-Exam should open showing the Student
Li si_ » E-gxam - [Students]

"1 Fle Edi Wiew Options Reports Help

Unless you have students converted from a
previous CerTest installation, the list should
show no students at this time.

3. If the Student List is not showing:
e Select File from the toolbar
e Select Open Student List from the

drop down menu | open Studert List
Open Manager List Chrl+M
Open Test List Chrl+T
Open Training Area Lisk
Open Graphic Library Chrl+L

4. When the Student List is showing on the
screen
e Select Edit

e Select Add Student from the drop
down menu
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5. The New Student Information box
opens

6. Enter the appropriate data in the
New Student Information screen:
o Last Name
o First Name
e Middle Initial

e Student's Social Security
Number (SSN)

Use the drop down menu to select the
appropriate entry for:

e Service

e Rank

New Student Information

(%)

Last Name: |

SSM:| - .

Specialties:

First Name:

Middle Initial: -
Service: |Air Force -
Rank: -

Aircrew Dperalions
Aircrew Protection
Chaplain Service
Civil Engineering

Communications-Computer Systems
Communications-Electronics
Contracting

Dental

Financial & Financial Management
Fire Protection

Command Control Spstems Operation

Select All Specialties Select Mo Specialties |

-
Password
Help

o]

HNew Student Information

Last Name: |Hackenhush

Firzt Hame: (Hugo

S5N: | 00-00-0000

Specialties:

Middle Initial: |7
Service: |Air Force -

. |Army A
Harks Civil Service
Coast Guard

Aircrew Operations

Aircrew Protection

Chaplain Service

Civil Engineering

Ci d Control Spst: Op

Contractor
DLA

Forestry Service

Marine Corps i

Ci A Sust

Havy = T
Help

¥
Communications-Electronics
Contracting

Dental
Fi ial & Fi ial M

T

Fire Protection

Select All Specialties |

& LCancel

Select No Specialties ‘

New Student Information

X

Last Name: |Hackenbush

First Hame: |Hugo

S5N: | 00-00-0000

Specialties:

Middle Initial: |7 -«
Service: |Air Force -
Rank: -

Aircrew Operations
Aircrew Protection
Chaplain Service
Civil Engineering

C d Control Syst 1}
C Sush

G ications-Comp ¥
Communications-Electronics
Contracting

Dental

Financial & Financial M

Fire Protection

Select All Specialties

Select Mo Specialties |
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7. The next step is to assign
SPECIALTIES.

Specialties are used to identify the
Career Field the student is in.
Selecting a Specialty has the
benefit of reducing the numbers of
tests you will see in the Test List
when you go to Unlock tests for this
student. With a Specialty selected,
you only see the tests for that
specialty in the Test List for the
student.

If you SELECT ALL SPECIALTIES
then all specialties will be selected.
This is indicated by a check mark to
the left of the Specialty in the list.
All of the tests will show in the test
list when you see the Unlock Test
screen for this student.

If you SELECT NO SPECIALTIES,
then no tests will show in the Unlock
Test screen for this student. Notice

that none of the Specialties are
checked.

A complete list of Courses and
Specialties starts on page 135.

8. To select a SPECIALTY:
e Scroll down the list using
the scroll bar on the right
side.

e  When you reach the
appropriate Specialty,
simply double-click on the
Specialty line using the LEFT
mouse button.

e The Specialty will be
highlighted (selected) and
a check mark is placed next
to the specialty.

News Student Information x

Last Name: |Hackenhush

Middle Inibal: |7

First Name: |Hugo

SSN: | 00-00-0000 Service: [AirForce  v|
Rank: |55qt -
Specialties:
-~ Aircrew Operations ~
- Aircrew Protection
-f Chaplain Service Password
- Ciwil Engineering
~ Command Control Systems Operation Help
-/ Communications-Computer Systems
- Communications-Electronics
-/ Contracting :
- Dental
-/ Financial & Financial M anagement C .
-f Fire Protection v =ance
| I Select No Specialties 1
New Student Information @

Last Mame: |Hackenhush

Middle Inihal: {7z

First Mame: |Hugo

SSN: | 00-00-0000 Service: |Air Force -
Rank: 554t -
Specialties:
Aircrew Operations ~

Aircrew Protection

Chaplain Service

Civil Engineering

Command Control Systems Operation
Communications-Computer Systems
Communications-Electronics
Contracting

Dental

Financial & Financial Management
Fire Protection w

Password

Help

i

LCancel

Select All Specialties | | Select Mo Specialties I

New Student Information

Last Name: |Hackenhush

Middle Inihal: |7

First Hame: |Hugo

SSN: | 00-00-0000 Service: |Air Force -
Rank: 554t -
Specialties:
C d Control Syst Operation ~
Communications-Computer Systems
Communications-Electronics Password
Contracting
Dental Help
Financial & Financial Management
Fire Protection
General Military Training
Historian
Information M anagement w Cancel

Select All Specialties

Select Mo Specialties |
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9. The next task is to assign the student a
password.

Click on Password

e The Change Student
Password box opens

e Enter a password in the
Password box

e Re-enter the password in the
Verify Password box

e Click OK

AFIADL recommends using the last 4
digits of the student’s Social Security
Number as the student’s password.

Students are less likely to forget this
and you can easily remind them of
what their password is if you are
asked.

Change Student’s Password

Enter new Password:

Thiz password iz uzed during the
student'z imtial log on.

Change Student’s Password

Enter new Password: XX

Yerify Password:

Cancel ‘

Yerify Pazsword: X

This password is used during the
student’s initial log on.

1] 4 Cancel

e There are no specific rules for the password; simple is best.

e You assign the password for initial program log on by the student

e The student may change the password once log on is completed

e If the student forgets the password, you can change it for the student.

10. Once you have assigned the
password and selected OK, you
return to the New Student

Information screen

The OK box is now active. Review the
student information for accuracy
e Click OK

Mew: Student Information g]

Last Mame: |Hackenhush

Middle Initial: |7z -
Service: |Air Force -

First Name: |Hugo
S5N: (000-00-0000

Rank: |55qt -

Specialties:

Command Control Systems Operation ~

Co ications-Computer Syst

Communications-Electronics Password

Contracting T

Dental Help

Financial & Financial M anagement

Fire Protection

General Military Training

Historian

Information Management R Cancel

Select All Specialties Select Mo Specialties |
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11.  When you click OK:

New Student

A NEW STUDENT screen displays =
stating that the student has been \v Huga Hackeribush Added.
added.

Selecting OK returns you to the
Student List.

12.  When you select OK in step 11, you will see this screen:

Yerify CDSAR Information

\y Before unlocking a test for this student you must check the student's enroliment in C0SAR and verify the course
number,

Failure to verify course enrollment may result in administering the incorrect test,

It is very important that you verify the student’s enrollment via CDSAR in order to
determine the correct E-Exam to administer for the student.

13.  When you click OK in step 12, you see this screen:

Open Student Record?

o, To unlock tests For this student you must go to hisfher student record.
L

Wiould you like to go ko this student's record now?

Yes ilu]

If you have already checked the student’s enrollment in CDSAR, select YES.
If you have not checked the enrollment in CDSAR, select NO.

If you need to add more students, select NO.

To add more students, repeat steps 4 through 11.
Once you have finished adding a student or list of students, you can administer tests.

However, before you can administer a test to a student (after adding a student to the student list),
you must verify a student’s enrollment using Web CDSAR access and determine the correct test to
unlock.

Instructions on verifying enrollment via Web CDSAR and unlocking a test follow.
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How To Check an Enrollment Using Web CDSAR

Those of you familiar with the previous version of AFIADL’s CerTest program will notice this as a
major change in requirements. Many of you will ask why you are being instructed to check a
student’s enrollment using your Web CDSAR log in before unlocking a test for a student.

The answer to your question of why has to do with the changes in the tests E-Exam administers. In
addition to the tests you are familiar with from AFIADL CerTest, E-Exam is adding tests for all
CDCGs not previously included in CerTest. The difference between these tests and the CerTest
version is that we are replicating the paper tests in E-Exam while we make the transition to
computer based testing. As you will see from the following sample screen, there are many more
tests to select from than the approximately 80% tests in CerTest. In E-Exam you are dealing with
1,000 tests. Searching a large list for a test is time consuming. Using the Specialty and Training
Areas options makes it easier. With the correct test number you can use the Search option to find
the test that you need.

7 E-exam - [Tests]

File Edit Yiew Options Reports Help

>[x] (3] [&] (4] [=]

Specialty: Training Area:
| Ak Speciates | W | A% Frzining Areas |

Tests - [ 970 Total |

1000 (CDC 10011] Fire Fighter 1 [(01) A
1001 [CDC 10011] Fire Fighter 1 [02)

1010  [CDC 100116G) Fire Fighter 1 [01)]

1011 [CDC 100116G]) Fire Fighter 1 [02)

1020 (CDC 10012) Firefighter 11 [01)

1021 [CDC 10012) Firefighter 11 [02)

1030 (CDC 10012G) Firefighter I1 [01])

1031 [CDC 100126G) Firefighter 11 (02]

1040 [CDC 10023) Apparatus Driver/Operator--Pumper [01)

1041 [CDC 10023) Apparatus Driver/Operator--Pumper [02)

1042 [CDC 10023) Apparatus Driver/Operator--Pumper [03)

1043 [CDC 10023) Apparatus Driver/Operator--Pumper [04)

1060 [CDC 10023M] Apparatus Driver/Operator--Pumper [03])

1061 [CDC 10023M] Apparatus Driver/Operator--Pumper [04]

1080 [CDC 10024) Apparatus Driver/Operator -- Aerial, Yolume 1 [01]
1081 [CDC 10024) Apparatus Driver/Operator -- Aerial, Yolume 1 [02]
1100 [CDC 10025) Driver/Operator - Tiller (0]

1101 [CDC 10025) Driver/Operator -- Tiller [02]

1120 [CDC 10027) Apparatus Driver/Operator - Ai It Rescue and Fire-Fighting [01]
1A [CDC 10027) Apparatus Driver/Operator - Ai It Rescue and Fire-Fighting [02]
1160  [CDC 10028) Apparatus Driver/Dperator--MWSA [01])

1161 [CDC 10028) A tug Driver/0| tor--MwWSA [02)

1162  [CDC 10028) A tug Driver/0| tor--MwSA (03]

1163  [CDC 10028)] A tug Driver/0)| tor--MwSA [04)

1200 (CDC 10211) Fire Officer | (01)

120 [CDC 10211] Fire Officer | (02)

1240  (CDC 10213) Fire Officer 111 (01)

1241 [CDC 10213) Fire Officer 111 (02]

1260  [CDC 10214) Fire Officer IV (01]

1261 [CDC 10214) Fire Officer IV (02]

1280  (CDC 57170E] Fire Officer 11 [01]

1281 [CDC 57170E]) Fire Officer 11 [02]

1282  [CDC 57170E] Fire Officer 11 (03]

1283  [CDC 57170E]) Fire Officer 11 [04)

1300 [CDC 10311) Fire Ingpector | [01)

13m [CDC 10311] Fire Inspector | [02]

1302 [CDC 10311] Fire Ingpector | [03)

1303 [CDC 10311] Fire Inspector | [D4)

1340  [CDC 10312) Fire Inspector 11 [01)

1341 [CDC 10312) Fire Inspector 11 [02]

1342  [CDC 10312) Fire Inspector 11 (03]

1343  (CDC 10312] Fire Inspector 11 [04) b

As you can see from the preceding sample test listing, many of the courses have more than 2
forms of an exam (as indicated by the numbers in parenthesis following the test name). These
“form” numbers are related to the edit code of the course the student is enrolled in. In order to be

sure that you have the correct test for a student you must verify the student’s enrollment using
Web CDSAR.
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We have added a screen in Web CDSAR that identifies the correct E-Exam test number for an
enrolled student. Here is an example of a search result:

/3 Course Query (DISTRIBUTION COURSE EXAMS) -0l x|

COURSE QUERY =
(DISTRIBUTION COURSE EXAMS)

3JE151E 01 HEATING, VENTILATION, AIR CONDITIONING, AND

E EXAM NBR CE COMP ID EDIT CODE
004930 3E151E-900 g}
004931 3E151E-900 0z

DONE

=

Instructions on how to reach this screen follow. But before we tell you how to do that, a note of
caution: Notice the E-Exam NBR column on this screen. It has a 6 digit number (004930). When
using this number to unlock a test in E-Exam, discard the first two 00s. The numbers in E-Exam are
only 4 digits (4930) and Answer Sheet Manager will add the extra 00s when you download
student data so that a 6-digit E-Exam number is transmitted to AFIADL for processing in CDSAR.

When you unlock a test for this student, you may initially unlock either of the valid E-Exam

numbers for the student’s first test session. Should the student fail the test and need a retake,
simply unlock the other form at the time the student schedules a retake.

Checking Student Enrollment & Determining E-Exam Numbers

1.  Open Internet Explorer (IE) and go to

33 ek o o the e Force Gatemay to AdvancesdDistribot e Lering =i IO | 54 || 5 | 0 A ~loiz
the AFIADL home page. e S A |

weback = = - (D (5] | Qoewch [SFrvorkes Frode (P - O B - o]

Address. | 85] hoepfwwes. macessed ol sufafiactimain en | Poe ke = & -
http://www.maxwell.af.mil/au/afiad] o= SLTEAY TR ARVANGER BIETRIETED EEARMIES =

ol - cpataa & - Z}‘_ i e
L Links ' warde, 2o ma p R gL - &
n o .
. WAPE Info

Select CDSAR from the LINKS in the St bl

B ADL
left column. Basa E/Takiog
eit colu Gorlast A FEN Air Force integrated Learning Center Hatina

Course Slats AGTES

WiitesManager

ATH s

ADL Congylling

o Togie

s AEIADL

Ste Index ) e

Home i

Tisaie s covmoea %] (4]

) Pt fuveons vt ol edfimaf ek b D e -

Bz |1 &1 @ © || Diireor - mersstt . |[Eiwelcome to the... Masscrome oo | [HEL SHITS 7w
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2.  Selecting CDSAR in the LINKS section

brings you to this page.

If you have not used Web CDSAR
before, this page provides the basic
information on the types of searches
you can do and how to interpret some
of the codes you see.

When you are ready to search, click
on the link under the bullet for USING
THE CDSAR WEB SITE to go to the
actual Web CDSAR page.

When you select the CDSAR Web
address link on the previous screen,
you see this authentication screen.

Click OK.

Note: if you have a CAC card and
reader attached to your PC, you may
be asked to insert your card into the
reader at this step.

Clicking OK in Step 3 brings up
the CDSAR Login screen.

AR BTN TEM OGN - Micrusolt Interaet Ephorer

Fla Ede v Favories ook Hep
bk -

L] T —

e 0mAR - st Enteraet foplores

Bl 521 3 ] 1 B A ) -
Fie Edt  View Favorites Took  Help -

o e o= @ [H A | Disesh (Eravores Feds B B @ B - o

Arress [ ] berg s suaonnll o red b sFctecdene Fie,

=] o s .
|

Course Develog & Admini ion/Registrar System (CDSAR)

The purpose of the CDEAR system is to provide an autemated system capable of supporting Career
Devels Course (CDC) production, Air Force Institute lor Advance Distributed Learning (AFIADL)
student administration and regivtrar functions, CDSAR supports CDC ingutediting, transmission, and
distribution within Air Education and Training Command (AETC) and Air University. This system assigns,
tracks, controls, evaluates, administers students” enrollments, maintains records on students taking
Professional Military Education (PME) programs and courses by correspondence. In addition, this system
archives educational and eraining accomplishments,

@ Education and Training Web Access
Training or education personnel at a military installation with a need o access CDSAR stodent records
for training purposes will be allowed a login, We are trying to convert 1o issuing vne CDSAR user
lagin/password to each Hase. We need a Fonctional Manager or sameone at Hase Training ta he POC,
Cur gaal is to have a single user login and password controlled at the Hase-lovel. Email the Student
Data Spetion at datshranch@maesellafmil or eall DENV S06-5344/ 4640046284188 ta verify if your hace
has a POC or if you are having access problems using the web site.

@ Using the CDSAR Web Site
Web address: hrps:fedsar macwell.af.mil
@ STUZS2 (Sradent Master Database)
All open esrollments. SR, and NF records more-than 90 days old =l
) hetps i edear el o ol D intemat

M| D @ @ © " | Dvor-me. | Elweemetn.| Bscrare . |[wsan - BEF SAIRR 10m

Client Authentication ] 7=l
- Identification
The Web site you want to view requests identification.
Select the certificate ta uge when connecting.
- —

Mare Infa I View Certificate. |

Cancel |

; :’«J|Q]El|||l§||l!|ﬂ|ﬁl|ﬂ%

=+ - DD A Buah GiFeors Pred (3 - S -E

=] e | ek ¥ R -

Enter your USERNAME
Enter your PASSWORD

Click SUBMIT

If you do not have a username
and password, follow the
instructions on the screen shown
in Step 2 above.

|

Maxwell Home of
Air Force BasMir University

CDSAR SYSTEM LOGIN
lsarmarre ,7
Fassword ,7
Sl

Pleast read this privacy and socurity notice
This Site Mantaned by AFIADLDOD
upcdgted (1407

updl
M. Abce F. Sparo | (334) 416-5344 | DEN S96-5384 | aboe. spanoi@manwell.al mil

£l

o 5 [ e -

Moort| | LA @ 2 © * | Dlrear-me. | §iwekomero, | Bsscront . [[Elosansr.. (WAL STAQR rosmn
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5.  When you click SUBMIT in Step

4. W&|E|Eﬂl|ll§l|lﬂlﬂ|@| 'Jg
ek - <+ - D E) 4| Dewch (aifeorres GPrede P - D E - &

adress ] betpsifjodear monel.f s scp | #oe s ® -

The CDSAR MAIN MENU screen [T ETE CDSAR Main Menu 27.0UL 2004 708 0
opens. TCFDIRECTORY (sTUITY) |
STUDENT HIETORY 8TU1E1 |
Select STUDENT ENROLLMENT STUDENT ENIOUNENT STURSD) |
ECI COURSE SURVEY (CURI0z) |
CHANGE PASSWORD |
ouT |

— [ p— — =

dstart| | [ @ @ @ *| Einbor-mk... | @ iwekemero. | Bescrone . [[Elcosan-me. [BE SE IR nwam

6. In the STUDENT ENROLLMENT
QUERY screen: Ao e e ; :&JIEIEIIEIIIEIEJTJMI‘%

Fle B Vew Favortes  Took  Hel

o v - Q) | Qe e Grean 3| I -

daress [8) hurps: fjcdear maswsd. o mdlen 62 asp ] oo | ks ® o -
Enter the student’s SSN in the Frome = STUDENT ENROLLMENT QUERY 21 0s 15 )
0 PEESONAL DATA-PEVADY ACT OF $574 (5 050 S52a)e s+
SSN block
st LhAME: eave [ gl
CURRIC 10: BASE CITY: st m[
JES CLICK THE EXEC BUTTON

Click EXECUTE QUERY BEUTEUERY | cieaRFoRM |

Flease raad this prigoy god jecusty notics,
Thia Site MunLasad by AFIADLIOE.
pTaed VTG
Me A F [ a1e-gass

L=
5 [ eemet P

& pere ;
B |0 @ @ © || Blebon | BMase..| e | Bl |[Emos S oMERR suem

7. The STUDENT ENROLLMENT
QUERY screen displays the ARERPRACH Sy

P 0 Ven Peestm Tok e

e DD Qe Wtewtm Greie 3 D DF - "
enrollment information for the e SRR RO LN GG e
student’s SSN you entered in S
nnnﬁ Lr-:ﬂmnwmummcmm oo dmtrie i
Sfep 6. omere 91 COE CCT 2
DR SEHE: 500 L UTRIET
Print the screen for your o o A
COURSE: JE191E CONTRE O REATING, VENTILATICON, At COMDITICAING, AN
records. e ko e ik
“‘m N1 DATE SENT DAY FECIMD SO L] Vs o o
'l:: -] st =
To determine the E-Exam for ecooeny | e |
this student, click the E-EXAM P ——
QUERY button at the bottom = ”
ol D 9
of the screen. Ment] D@ B O 7 Civten o] rvraen | Syt weoie] &lwkmetote [[aindr it 5 SHAGD 1w

We have blocked the SSN and name on this screen to comply with Privacy
Act provisions.
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8.  When you click the E-EEXAM
QUERY button in Step 7, the
COURSE QUERY
(DISTRIBUTION COURSE
EXAMS) screen is displayed.

This screen shows the TWO
VALID E-EXAM TESTS for this
student’s enrollment.

While this screen is showing,
copy the last 4 digits (4930,
4931) onto the STUDENT
ENROLLMENT QUERY copy
you printed in Step 7. This
will serve as your record
when you enter the student in
E-Exam and unlock a test.

When you are finished, select
DONE.

You can perform another
query, select MENU, and
then Exit. Or simply close
your browser window.

| AJIE'IEIIEIIIE]IEII?AIEI-J%

dedack - =+ - ) S0 {0 x|
Ackdress | ] hros: jjeds: COURSE QUERY Sl oo ks » & -
| (DISTRIBUTION COURSE EXAMS) -
BASE CITY: ]
CRIECORH FE1SIE 01 HEATING, VENTILATION, AR CONUNTIONING, AND
E EXAM NER CE COMP ID EDIT CODE
ENHL DATE:
S BT 004930 3E151E-000 o
CORS 004931 3E1S1E-000 o0 o
ENRL DATE:
OS5 CHTH: DONE
E CRSE
CE1:
CE2
STATUS:
]
ENTER QUERY
E-ExAM QUERY I MENLU I
Please read this privaer and saoysty mafics,
This Site Mainkained by AFIADLIDOD
LI VIS
uuuuu [ | DEN B854 | al fm simil
] 5 | tnteener

Rstat| | ) & 2 © > | Elibos-..| E)wWekon..| Btoscra. | Eltuten.. [[@100urse.. [ HEESFBRB 7om

/3 Course Query (DISTRIBUTION COURSE EXAMS)

COURSE QUERY
(DISTRIBUTION COURSE EXAMS)

3JE151E 01 HEATING, VENTILATION, AIR CONDITIONING, AND
E EXAM NER. CE COMP ID EDIT CODE
004330 3E151E-800 01
004831 3E151E-900 0z

DOMNE |

Now that you have the correct E-Exam numbers for your student, you are ready to unlock a test

prior to his test session.

September 2004

43



Test Control Officer’s Guide E-Exam

How to Unlock a Test

Locking and unlocking a test allows the manager to open a test for a student to take or close a
test to prevent a student from taking or viewing it. If a test is locked, a key is displayed to the left
of that test's name on the Student Record screen.

1. If the program is not open, start E-Exam and log in as manager.

2. Open the Student List

7 E-exam - [Tests]

° Selec'r File from fhe BEEY Edit Wiew Options Reports  Help

Open Student Lisk

toolbar COpen Manager List Chrl+HM
e Select Open ©pen Test List Chrl+T
. Open Training &rea Lisk
S'Uden' LIS' Cpen Graphic Library ChrlHL
3. Highlight the name of the
student whose record you
T File Edit Yew Options Reports Help
want to view.

e Select the name by: Spesialty:
Clicking on the Name
with the left mouse
button

With the name highlighted, you can also view the STUDENT
RECORD by selecting VIEW and STUDENT RECORD from
the drop down menu. With STUDENT RECORD selected,
LEFT click the mouse to move to the STUDENT RECORD
screen shown in Step 4.

77 E-exam - [Students]
T File  Edit 8%

Options  Reports  Help

Search Shift+F3

- [1 Total ]

Ld
Hackenbush. Hugo Z__ 55gt 000-00-0000
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4. To see the available
tests, double-click on
the name you
selected in Step 3. It
will be highlighted in
blue.

When you double-
click you will go to
the Student Record
Screen.

In the box labeled
Posttests at the
bottom you can see
there are 102 tests
available in the Fire
Protection specialty
for Sgt Hackenbush.

5. Use the note you
made of the eligible
test numbers for Sgt
Hackenbush from

your Web CDSAR
inquiry.

You can quickly
locate the test by

selecting —= on the
tool bar.

When the SEARCH
box opens, type in

the test number you
are looking for.

7 E-exam - [Student Record]

File Edit ¥iew Options Repaorts Help

Hackenbush. Hugo Z.. SSgt
Training Area:
| A% Trcining Areas

Specialty:

Lock| Test | Test Title
9019 [CDC 100275) Diiver/Dperator ARFF-Multimedia
9028 [CDC 10211G]) Fire Officer |

9029 (CDC 10212G) Fire Officer 1l

9030 (CDC 57170G) Fire Officer |

9031 [CDC 57170K] Fire Officer Il

9032 (CDC 10213G) Fire Dfficer Il

9033 (CDC 10214G]) Fire Officer IV

9038 [CDC 104115] Fire Instructor |

9039 [CDC 10411G] Fire Instructor |

9041 [CDC 10412G) Fire Service Instructor 11

9042 [CDC 10413G] Fire Service Instructor 11

9050 [CDC 10311G) Fire Inspector |

9051 [CDC 10312G) Fire Inspector 11

9052 [CDC 10313G]) Fire Inspector 111

9056 (CDC 10311G] Fire Inspector |, EDIT CODE 2
9057 (CDC 10312G]) Fire Inspector |1, EDIT CODE 2
9058 [CDC 10313G] Fire Inspector 11l EDIT CODE 2
9500 (CDC 10011G) Fire Fighter 1 [01] CerTest
9600 (CDC 10011G]) Fire Fighter 1 [D2) CerTest
9700 (CDC 10012G]) Firefighter 11 [01] CerTest

9— | 3800|{CDC 10012G] Firefighter 11 [02) CerT est ~

Available Tests: 0

[Stat[Score| Date  [Attempts ~

§Y99999999999999999¢%

Posttests: 102 Unmastered Posttests: 102

Find: ||

LCancel

il

Notice the FIND NEXT button is active.

Find: |57|]|1

Find Next

=
Cancel

Click on it to start the search for E-Exam 5700.
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6. When SEARCH is
complete you see the
test highlighted in blue.

In this case test 5700 is
form 01 for CDC
3E731.

You may administer this
as Sgt Hackenbush’s
first test.

Should he fail this, then
you would unlock test
5701, form 02 for CDC
3E731, for his retake.

7. To Unlock the test:

Click on the

toolbar.

When you click on the
KEY icon, you will see
this reminder screen.

8. After you click OK in
Step 7:

The VERIFY CDSAR
INFORMATION screen
closes and you return to
the test list and see that
the KEY icon has been
removed from the

column opposite Test
5700.

The test is unlocked for
Sgt Hackenbush and he
can take the test when
he logs on to E-Exam.

9. If you have more students to unlock tests for, click the RETURN button and repeat Steps 2
through 8 for each student. When you have completed the unlock process for the students
you are going to test during a session, then you can return to the log on screen and you
are ready to begin testing.

~ E-exam - [Student Record]

Fie Edt View Options Reports Help

Hackenbush, Hugo Z.. SSgt
Training Area:

| A Fraining Areas

E

[Stat[Score] Date [Attempts A

Lock]| Test | Test Title
1411 (CDC 10411M) Fire Instructor | (02)
1422 (CDC 104115 Fire Instructor | Multimedia
1430 (CDC 10412) Fire Service Instructor 1 (01)
1431 (CDC 10412) Fire Service Instructor 1 (02)
1450 (CDC 10413) Fire Service Instructor 11l (01)
1451 (CDC 10413) Fire Service Instructor 11 (02)
| 5700(COC 3E731) Fire Fightertion) | [ | ]
5701 (CDC 3£731) Fire Fighter | (02)
5702 (CDC 3E731) Fire Fighter I (03)
5703 (CDC 3£731) Fire Fighter | (04)
re Fighter Il (01)

ighter Il (02)

ighter Il (03)
5723 (CDC 3E7514) Fire Fighter Il (04)
5730 (CDC 3E751E) Airport Fire Fighter (01)
5731 (CDC 3E751E) Airpor ighter (02)

9001 (CDC 3E731G] Firefighter |
9003 (CDC 3E751G) Firefighter I
9005 (CDC 3E751K] Airport Firefighter ~

?%??????ﬁ?ﬁ?ﬁ?ﬂ?%????

Available Tests: 0 ) Postests: 56 )| Urmastered Postests: 58

Verify CDSAR Information

\Il) EBe sure the test vou selected matches the student enrollment data in CDSAR.

Because you have already checked the enrollment and were
searching for the appropriate test number, click OK.

7 Emam - [Student Racord]

Fio Edt View Opbions Repots Help

10
1422 [COF 10
1430 [COC 10412) e Instiuctar 1 [01)
1431 [COE 10412) ire: Instiuctor 11 [12)
1450 [COC 10413 ice | « 11 (01}
1 1 10413) ULRLE
| S700/COC IE7IN) Fwe Fightetfon) | | | | |
700 [COL 3 731 Fme Fightes 1 [02]
5702 [CDC JE71] Fie Fightes | [03)
703 [COL J 731 Fue Fightes 1 [14]
@~ 57201 [COE 38 7514) Fire Fighter 11 (1)
G= 4721 [CDL 3E 7510 Fue Faghler 1 [02]
@~ 5722 [COE 3ETE1A) Fire Fighter 11 [13)
= 5723 [COC JE751A) Fite Fighter 11 [04)
©= 5730 [COF IE7SIE) Apoet Fire Fighter [01]
= 5731 [COC JE7SIC] Apost Fire Tighter (02]
= GEE (D0 HE SSTE ) Amput Fus Faghle [IG]
= 5733 (COC JE7SIC] Anpost Fire Fiahter (05]
G= GU0T [COL 3E7316) Faslghler |
= 9003 [COC JE75IG] Fuehiahter 1
E= 00Y [COL 3 751K Anpurt Fuslightes v

Availahle Testz 1 | | ]
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10. To return to the Log On screen:
Select FILE from the toolbar.

Select GO TO LOG ON SCREEN
from the drop down menu.

Click with the LEFT mouse button
and you return to the LOG ON
screen.

You have now unlocked a test for the student.

Helpful Hints:

7 E-exam - [Student Record]

G0 Edit Wiew Options Reports Help

Open Student List
Open Manager List
Open Test List

Open Training Area List
Open Graphic Library

Download ECI Data
Copy to Diskstte
Copy From Diskstte

Backup E-sxam System
Restore E-sxam Systsm

Print/Downioad Question Challenges

Print

Compact Database
Repair Database

i+
Chrl+M
Chl+T

Chrl+L

F8

Chrl+E

®  You can double-click on the lock column next to a test to toggle the lock status.
e You can use the L and U keys to Lock or Unlock tests instead of the key icon in the tool bar.

To exit the Student Record screen: Press CTRL + S.

Once you have unlocked the appropriate test and returned to the Log On screen, its time for the

Student to take the test.
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Using the Training Area Option

In the preceding instructions for unlocking a test you probably noticed that Sgt Hackenbush’s
record displayed all of the tests in the Fire Fighter career field when you went to unlock a test for
him. This list included 90% tests that you needed to search through to find the specific test for Sgt
Hackenbush. The search feature is one approach. Another is to use the Training Area option
shown on the Student Record screen.

The Training Area block is a drop down menu list of specific training areas within a career field.
Not all career fields will have training areas; those that do not will have the All Training Areas
line in the Training Area box grayed out (inactive). Specialties with active Training Areas show
the All Training Areas in black print and the Training Area box is active. When you select a
Training Areaq, only the tests associated with that area are displayed in the Student Record
screen. Information about Specialties and Training Areas for courses begins on page 135.

To use the Training Area option:

1.  When you open the Student
Record all of the fests for
. File Edit Yiew ©Options Reports Help
the Specialty you selected ot
when you added the student i )
Dwight. Reginald. SSgt
to the program are shown. e
= v
e 1 Test Tith Stat|5 Dat Attempt
In some cases this is a long = 1001 [CDC 10011) Fire Fighter 1 (©2) B I A -
. . @= 1010 (CDC 100116] Fire Fighter 1 (01)
list. In this example there are &= 1011 [CDC 10011G) Fie Fighten 1 (02]
. @= 1020 [CDC 10012] Firefighter 11 (01)
Q0 tests for the Fire &= 1021 [CDC 10012) Firefighter I (02)
. . @= 1030 (CDC 10012G] Firefighter Il (01)
Protection specialty. & 1031 (CDC 100126) Firefighter Il (02)
@= 1040 [CDC 10023) Apparatus Driver/Operator--Pumper [01)
&= 1041 [CDC 10023) Apparatus Driver/Operator--Pumper [02)
@= 1042 [CDC 10023) Apparatus Driver/Operator--Pumper [03)
If you know what ng €= 1043 [CDC 10023) Apparatus Driver/Operator--Pumper [04]
&= 1060 [CDC 10023M) Apparatus Driver/0perator--Pumper [03)
) . : @= 1061 (CDC 10023M) Apparatus Diiver/Operator--Pumper (04]
Hackenbush’s SpeCIGHY IS, o 1000 CDC 10024) Apperatus Eq\::j:np;:zlu-[- A::;:I‘,e\[i'olume1 (o1
you can reduce the number o= 1100{CDC 10075)DoveOpermor Taer 0
. @= 1101 [CDC 10025) Driver/Operator -- Tiller [02]
of tests shown on this screen &= 1120 (CDC 10027] Apparatus Driver/Operator - Aircraft Rescue and Fire-Fighting
. . . @= 1121 [CDC 10027) Apparatus Driver/Opesator - Aircraft Rescue and Fire-Fighting
b)’ using the Tralnmg Area &= 1160 (CDC 10028) Apparatus Driver/Operator-MWSA (01)
. @=_ 1161 (CDC 10028] Apparatus Driver/Operator-MWSA [02)
option.
Available Tests: 0 Posttests: 98 Unmastered Posttests: 98
2. Place the cursor on the
arrow at the right side of the Training Area:
Training Area box and you | =
see The drop down menu i ---------------------------------------------------------------------------------------------------------------------------------------------------------------------
listing all of the training Driver/0 perator
areas available for the Fire E_""ﬁ!?dh
. ire Fighter
Protection (or other) career Eite Inssiector
field. Fire Officer
Fire Service Instructor
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3. To select the Training

Area: Training Area:

All Training Areas ﬂ
Move the cursor over the All Training Areas
area. Driver/Operator

Enlisted

Fire Fighter
Fire Inspector
‘Fire OHicer
Fire Service Instructor

Click the LEFT mouse
button once to select the

ared.

4. After you click the mouse
in Step 3, the selected
. . . Edit Wiew Options Reports Help
Training Area appears in
the Training Area box.

Specialty: Training Area:

The test list changes and [ [Fire Officer

only those tests associated Lock| Test Test Title Stat [Score | Date [AUompts
. o o o— | 1200/[CDC 10211) 1 [01)

with the selected Tralnlng 1201 (CDC 10211 Fire Officer | [02)

Area are displayed.

1240 [CDC 10213) Fire Dfficer 111 (01)
1241 [CDC 10213) Fire Dfficer 111 (02)
1260 [CDC 10214) Fire Dfficer IV [01)
1261 [CDC 10214) Fire Dfficer IV [02)
1280 [CDC 57170E] Fire Officer 11 [01)
1281 [CDC 57170E) Fire Officer 11 (02)
1282 [CDC 57170E) Fire Officer 11 (03]
1283 [CDC 57170E) Fire Officer 11 (04]
9028 [CDC 10211G]) Fire Dfficer |

9029 [CDC 102126) Fire Dfficer Il

9030 [CDC 571706) Fire Officer |

9031 [CDC 57170K) Fire Officer 11

9032 [CDC 102136) Fire Officer 11l
9033 [CDC 10214G] Fire Dfficer IV

With this Training Area
test list showing, you can
unlock a test for the
student using the unlock
method you are
comfortable with.

FE979999999¢99¢9¢%

Posttests: 16 Unmastered Posttests: 16

Available Tests: 0

If you are unsure of the student’s training area you can use the CDC Course Title as an indicator.
If this is not helpful, you can consult the Career Field Listing for Specialties and Training Areas in the
Appendix, starting on page 135.
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Optional Unlock Method

If you need to unlock a single test for several students, such as a Course 12 test, there is another

way to do it using the RIGHT mouse button.

1. You can execute this option
from the Test List.

—1 File  Edit View Options Reports Help

.~ E-exam - [Tests]

Find the test number in the list
of tests.

Place the cursor on the test
title.

Click the LEFT mouse button to
select the test.

2. With the cursor on the
highlighted test name:

Click the RIGHT mouse button.
This pop-up menu shows.
Scroll down and place the
cursor on Lock/Unlock Test

Select using a LEFT mouse
click.

Specialty: Training Area:
| A2 Specistsae | W | A Frsiing Areas |
Tests - [ 941 Total |
1742 [CDC 1C251A]) Combat Control Journeyman [05] A
1743 [CDC 1C251A) Combat Control Journeyman (06,
1750 [CDC 1C251B) Combat Control Journeyman [03
1751 [CDC 1C251B] Combat Control Journeyman [04]
17592 [CDC 1C251B) Combat Control Journeyman (05,
1753  [CDC 1C251B) Combat Control Journeyman [06
1780 [CDC 1C351) Command and Control Journeyman [05)
1781 [CDC 1C351) Command and Control Journeyman [06)
1782 [CDC 1C351) Command and Control Journeyman [07)
([CDC 1C351 08
[CDC 1C451 'ommand and Control Journeyman [08)
1792 [CDC 1C451) Tactical 'ommand and Control Journeyman [09)
1793 [CDC 1C451) Tactical Air Command and Control Journeyman [10]
1794  [CDC 1C451) Tactical Air Command and Control Journeyman [11)
1795 [CDC 1C451] Tactical Air Command and Control Journeyman [12)
1800 [CDC 1C551) Aerospace Control and Waming Systems (03]
1801 [CDC 1C551) Aerospace Control and Warning Systems [04)
1802 [CDC 1C551) Aerospace Control and Warning Systems [05]
1803 [CDC 1C551) Aerospace Control and Waming Systems [06)
1810 [CDC 1C651A) Space Systems Dperations Journeyman [01)
1811 [CDC 1CB51A]) Space Systems Dperations Journeyman [02]
1820 [CDC 1C651B) Space Systems Operations Journeyman [01)
1821 [CDC 1C651B) Space Systems Dperations Journeyman [02)
1830 [CDC 1CB51C] Space Systems Dperations Journeyman [01]
1831 [CDC 1CB51C) Space Systems Dperations Journeyman [02]
1840 [CDC 1C651D) Space Systems Operations Journeyman [01)]
1841 [CDC 1C651D] Space Sypstems Operations Journeyman [02)
1860  [CDC 1ND51) i Application J 103)
1861  (CDC 1MD51) i Application J [04)
2000 [CDC 15051] Safety Journeyman [03]
2001 [CDC 15051) Safety Journeyman [04]
2100 [CDC 1T151) Aircrew Life Support Journeyman (03]
21031 [CDC 1T151) Aircrew Life Support Journeyman [04)
2150 [CDC 1T171) Aircrew Life Suppoit Craftsman [03)
2151 [CDC 1T171) Aircrew Life Support Craftsman [04)
2200 [CDC 1w051A) Weather Journeyman [07)
2201 [CDC 1'w051A) Weather Journeyman [(08)
2210  [CDC 1w051B) Weather Journeyman [05)
2211 [CDC 1w051B) Weather Journeyman [06)
2220 [CDC 1'w051D) Weather Journeyman [01)
2221 [CDC 1w051D] Weather Journeyman [02] b

Edit Test Info

Yiew Test Specs

Edit Test

Copy Tesk(s) To Disk.
Lock/Unlock Test
iaenerate Paper Test

Add Mew Test
Delete Test(s)

Edit Test Info

View Tesk Specs
Edit Test
Copy Tesh(s) To Disk

Generate Paper Test

Add Mew Test
Delete Test(s)

a3 e e ———
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3. When you select Lock/Unlock
Tests in step 2:

The Lock/Unlock Tests for
Multiple Students pop-up box
is displayed.

The Specialty box shows the
specialty associated with the
test you selected in Step 1.

The Students box shows all of
the students you have listed
with the specialty in the
Specialty Box.

You can select individual

students from the list by:

e Holding down the CTRL
key &

e (Clicking on each student
name

You can select all students by:
e Clicking on the first name

in the list
e Holding down the CTRL
key

e Clicking on the last name in
the list

Lock /Unlock Test For Multiple Students

1730, (CDC 1C451) Tactical Air Command and Control

Test:

Select the student{z] you wizh to unlock this test for.

Specialty:
IEummand Control Systems Operation j
Studentz - [ 18 Total ]
Carr, Robert L., MSgt 222-22-2222 |
e, . Ms. 000-00-0006

Janeway, Cathy, Capt 000-00-0002
Jones, Doug, Mr. 111111111
Kent, Clark, 55qt 555-55-5555
Kirk. James T.. Lt Col 000-00-0000
Lane, L L.. Ms. FIT-FI-TT87
Lee, R. CMSqgt 000-00-0055
Marx. G G.. S1A 333-33-3333
Marx, Harpo, 1st Lt 444-44-4444
Potter, Harry, AIC 000-00-0007
Roberts. L, Amn 000-00-0044
Shelly M Ms. 000-00-0033
Smith, Will. Col 000-00-0004 _|
Spock, L L., MSgt 000-00-0008
Wayne. B R, SM5qt I]I]I]-I]I]-I]I]1I];I

Unlock Test I

Lock Test

LCancel |

Lock/Unlock Test for Multiple Students box.

The test will be unlocked for each student you selected.

When you have selected the students, click the Unlock Test button at the bottom of the

When you are finished, you can log off and allow students to log on and take tests.
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Student’s Testing Session

Now that you have added the Student to the program, unlocked the test, and returned to the Log
On screen, you're ready for the student to use the program.

First:
Have the Student Log On by: Tog On
e Entering his/her Social Security Number I
e Entering the Password you assigned the e p—
student
[For official use anlp. This infarmation iz
zubject to the Privacy Act of 1974.)
Second:

e E-Exam opens to the Student Record

Fie View Options Help

screen and shows the test list
o Tell the Student to scroll down until the
unlocked test appears in the list

Hackenbush, Hugo Z., SSgt
Specialty: Training Area:
| |44 Frining Arsas

E

[Stat[Score| Date  |Attempts ~

Lock| Test | Test Title
1400 (CDC 10411) Fire and Emergency Services Instructar I (01)
1401 (CDC 10411) Fire and Emergency Services Instructar | (02)
1410 (CDC 10411M) Fire Instructor 1 (01)

1411 (CDC 10411M) Fire Instructor 1 (02)

1422 (CDC 104115) Fire Instructor | Multimedia

1430 [CDC 10412) Fire Service Instructor Il (01)

1431 (CDC 10412) Fire Service Instructor Il (02)

1450 (CDC 10413) Fire Service Instructor 11l (01)

1451 (CDC 10413) Fire Service Instructor 11l (02)

5700 (CDC 3E731) Fire Fighter 1 (01)

e The Student can also use the Search

Mode ﬁ to search for the test number
or CDC number.

e Have the Student Select the Test by
double-clicking on it with the mouse

5720 (CDC 3E7514)

5721 (CDC 3E7514)

5722 (CDC 3E751A)

5723 (CDC 3E7514)

5730 (CDC 3E751E)

5731 (CDC 3E751E)

5732 (CDC 3E751E) Airport

5733 (CDC 3E751E) Airport Fire Fighter (05) -

FIT9999F999 ¥9TO9FVTY

Available Tests: 1 [ Posttests: sa )| Unmastered Posuests: 58

Third:

Test Specs - 5703: (CDC 3E731) Fire Fighter 1 (04) @

Test Version: 28 Jul 2004

When the student selects the test by double-
clicking with the mouse:

Total Questions: 100 Passing Crterion: 65 %
e The Test Spec(s) screen opens Notes:
e Remind Student to read the information
on the screen
e Then the Student selects the Take Test Sections:
# Title Presented Duestions
button
2 LO:- 002 2
3 LOD: 003 2
4 LO: D04 1
5 LO: 005 0
6 LO: D06 1
7 LO: 007 1
8 L0O: 008 1 b

Take Test Print

i
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Fourth:

After the Student selects the Take Test button:
e A Generating Test screen appears, followed by the first question in the test
e Follow your Test Proctor guidelines while the student is taking the test
e The Student can freely navigate forwards and backwards through the test
e The Student may challenge a question following the Challenge procedure
o Note: AFIADL/ECI Form 17 cannot be used to Challenge E-Exam Questions

The Student may freely use the Help menu

The following section covers features and procedures during the test session.
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Test Session Information:

1. Retests for Failed Exams
2. Testing Policies & Procedures
3. Test Interruptions

4. Checklist

September 2004 55



Test Control Officer’s Guide E-Exam

56 September 2004



E-Exam Test Control Officer’s Guide

Retests for Students Failing an Exam

AFIADL policy provides for one retake for a failed exam (for a total of two test attempts) before
a course failure is reported in student records. All student scores must be reported to AFIADL using
established procedures. The following guidelines apply when a student is entitled to take an
exam a second time (a retake):

e RETAKE POLICY FOR CDCs EXCEPT FIRE FIGHTER, CIVIL ENGINEERING AND COURSE 12:
Students retaking a CDC exam in E-Exam must be given a different exam form than the one
failed. You can determine the correct form for the retake by using the Web CDSAR Student
Query screen which shows the valid E-Exam numbers for the student’s CDC/PME enrollment.
We recommend that you print a copy of this and keep it in the student’s file. When the student
requires a retake, you can check the student’s record in E-Exam and note which E-Exam test
the student failed. For the retake you unlock the alternate version of the test as indicated by
the student record in Web CDSAR. If the student’s record in E-Exam shows that the student
took and failed Form 03 of the exam and the valid exams for the student are Form 03 and
Form 04; then you would unlock Form 04 for the student’s retake. The student may retake an
exam (with a different form number) on any computer your office uses for testing. The
important element for the retake is the E-Exam number and the form number.

e FIRE FIGHTER, CIVIL ENGINEERING, AND COURSE 12 TEST RETAKES: These retakes MUST
be given on the same computer used for the first (failed) test.: 2 If you cannot retest the
student on the same computer, copy the student record to the new computer (see page 100-
103) before administering the retake.

1This is not required when you are using E-Exam in a networked mode.

o For CDC exams, retakes must be scheduled within 90 days of the initial test. I

® For Course 12, a 30-day remediation period must elapse before a retake is authorized. This means that
the earliest date a retake for a Course 12 exam is on the 31+ day following the day on which the

initial test was given.

To administer a retake:
1. Ensure that you have determined the correct form of the test for the student by checking
Web CDSAR or the copy you placed in the student’s file.
2. Unlock the test (see the instructions for Unlocking a Test on page 44 of this Guide)
3. Return to the Log On screen and allow the student to log on and open the test.
4. All other procedures for a retake session are the same as if this were an initial test.

2 For_some retakes you will unlock the same test number for the student. While this gives the appearance of giving the sume exam
as previously given, it is not the case. These exams are “generated” from a bank of questions. For a retake, E-Exam reviews the
student record (which is why testing on the same PC as the initial test session is important when you are not using E-Exam on a
network) to determine which questions from the bank were presented. Different items are then selected for the retest. However,
the student may see some questions from the first test if the items are required to be presented for all tests. If an item is repeated,
its options are randomized and not presented in the sume sequence they were on the student’s first exam.
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Testing Policies and Procedures

Students A student must be prepared to sit through a test until the test is
completed.
Time Limits The test session will not exceed 3 hours, the same guideline for AFIADL

paper tests.

Tutorial E-Exam has a built in tutorial. Most students taking computer-based
tests will be familiar with the use of CerTest and will probably not elect
to take the E-Exam tutorial. If a student decides to take the E-Exam
tutorial, the time used to take the tutorial should not be counted as part
of the 3-hour time limit.

Challenging a Question E-Exam has an on-line question challenge form. While taking a test, a
student may find a question that he /she believes to be erroneous or
invalid for some reason (i.e., typo, spelling mistake, missing graphic,
ambiguous question, efc.). The student may challenge the question by

clicking on the Ioccted in the top right-hand corner of the toolbar,
or by selecting “Challenge this Question” from the Help menu. If a
student has a concern about the accuracy or clarity of a question,
he/she must challenge the question during the test session and the
student’s comments must be as detailed as possible. Warning: No copy
of the test question will be made by the examinee nor should one be kept
on file. All question challenges are automatically sent to AFIADL when
you FTP the required student data files. The information collected is
equal to the student filling out an ECl Form 17. For further information
see “Test Question Challenges,” page 62.

Passing Score The passing score for all AFIADL CDC exams including E-Exam is 65
percent. The passing scores for PME exams (Course 12, SOC, ACSC,
and AWC) may differ. The passing score for all exams is shown on the
Test Info screen the student sees when beginning a test.

Test Failures If a student fails the test, provide the student with a hard copy of the
"Test Summary" (shows the learning objective(s) that require further
study). Anyone failing a test should restudy before taking the test a
second time. See page 57 for further details. The “Test Summary” form
is set up very similar to an ECl Form 9.

Recordkeeping When the student completes the test, print one copy of the “test
summary” and give it to the student. If you need a copy of the test
summary at a later date, you can recall it by entering the Student
Record section and selecting the “Detail” option under the “View menu”
or by double clicking on the Stat, Score, Date, or Attempts block for
that particular test.
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Test Interruptions

Ideally, once a student logs on to the computer to take a test, his or her session should be
uninterrupted. However, there are times when disruptions occur. For example, in the event of a
fire alarm or other emergency, the TCO and student should follow the appropriate local
emergency response procedures.

In the event of a power outage, the student (without penalty) will be allowed to retake the same
test as soon as possible. It is preferable for the test to be re-administered as soon as the power
comes back on. However, if time does not permit, a new test session should be scheduled.

Should a computer error prevent a student from completing a test, or a test from being scored,
document the error and steps leading to the error and then (without penalty) allow the student to
retake the test.

Students will not be penalized for events beyond their control. Should a test session be
interrupted, the TCO will print the student’s test summary and document the circumstances that
caused the interruption and notify AFIADL Data Branch.
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Checklist for Test Control Officers

U 1. Log into E-Exam as a program manager.

U 2. Make sure you have the most current tests and that you've checked the AFIADL Web Site or
AFAEMS site for recent updates.

U 3. Add the student into the E-Exam program and check Web CDSAR for the test number to
unlock (See How to Add a Student on page 34; How To Check Enrollment on page 39).

U 4. Unlock the applicable Course Exam (See How to Unlock a Test on page 44).

This applies to stand-alone PCs (not networked) only.
This step is absolutely critical if the student is retaking an exam (for which there is a
SINGLE E-Exam number) previously failed. To accurately collect the data that will
ultimately be sent to AFIADL, the student must take the retake exam using the same
computer used previously or you must copy the student’s record to a diskette and copy it
into the new computer before the student takes the retake exam. For help performing this
task see "How to Copy Student Information to/from a Diskette."

U 5. If the student has not used the program previously, provide a copy of the student guide
and allow the student up to 30 minutes to read the guide. This 30 minute period should not be
counted in the student’s 3 hour test session maximum time.

U 6. Have the student log-on to the computer using his/her Social Security Number and the
password you provide.

U 7. The student takes the applicable exam.

Reminder: When the student completes the exam, you (the TCO) must directly observe
the test being scored after entering your exit password.

L 8. Print one copy of the test summary and give it to the student (see pages 74-75).

Test Failures. If the student fails the exam, schedule the student to retake the exam in
accordance with established policies and procedures. The retake exam is already in E-
Exam so you do not have to request a new exam to be sent.

U 9. Copy the required student data files to a diskette, batch the files using the Answer Sheet
Manager Program, and then send them to AFIADL using the File Transfer Program. (See "How
to Download and Send Student Test Results to AFIADL" found on pages 78-89 of this guide).
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Navigating E-Exam Screens:

1. Navigating E-Exam

2. Sample Question Screen
3. Scenario Questions

4. Question Challenges

5. Scoring the Test
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Navigating E-Exam

When the student has completed the SSN and Password blocks and selected OK, the test
information screen displays.

Test Specs - 5703: (CDC 3E731) Fire Fighter | (04)

Test Yersion: 28 Jul 2004
Total Questions: 100 Passzing Criterion: 65 X

Notes:

Sections:

# Title: Prezented Questions

LO: 002 2
LO: 003 2
LO: 004 1
LO: 005 1]
LO: 006 1
LO: 007 1
LO: 008 1

Take Test FPrint

[=-B - I B L)

This screen provides the student with essential information. The E-Exam Number, CDC number,
Course Title, and edition are all shown in the blue area at the top of the screen. For this particular
test:

Test Number 5703

CDC Number 3E731

Title Fire Fighter |

Edit Code 04

Below the Test Specs block is additional information about the test version, number of questions,
and the passing criterion. The Test Version is the date the test was created in E-Exam. The student
does not need to be concerned with this date. The Total Questions line indicates the total number
of questions that the student must answer for this test. The Passing Criterion is the minimum
passing score for the test. For all CDCs this is set at 65%. It may be different for PME (Course 12,
SOC, ACSC, or AWC().

The next block, Sections, lists the number of sections in the test. As you can see from the screen,
the sections correspond to the learning objectives/lessons (LOs) as they are numbered in the
course. The Presented Questions column indicates how many questions are presented on the test
for that LO. The slide bar on the right allows the student to scroll up and down the Sections list to
see the complete list of Sections and Presented Questions.

At the very bottom of this box are three buttons.

e Selecting Take Test starts the test for the student.
e  Print will print this screen and its contents. Normally this is disabled in student mode.
e Cancel closes this screen and returns the student to the Test List screen.
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Sample Question Screen

Here is a sample question showing the student’s screen view.

* CerTest - [CDC 3E791H] Driver/Operator - Pumper
File  “iew Bookmark Help

RIED

All of the following actions can contribute to an apparatus’ skidding or possibly
rolling over EXCEFT the driverfoperator's:

@ a. leaning or swaying back and forth in the seat too much.
# b_ using too much speed in turns.
@ c. driving on slopes too steep for the apparatus.

& d. steering harshly or abruptly.

Click on or type the letter of the commect response.

[ Bookmark 5 of 105

‘Question ID: 9010.4.3 50| ol

Let’s take a look at the three different parts of this screen, starting from the top. The first area
contains Information and Navigation controls.

* CerTest - [CDC 3E751H] Driver/Dperator - Pumper

Fie View Bookmark Help

<[ nexTy

The blue Information box at the top shows the E-Exam program name, the E-Exam test number,
the CDC number (in parenthesis), and the Course Name. It also includes the standard Windows
icons for minimize, maximize, and close.

The grey area contains the Navigation controls. Let’s look at the drop down menu options for File,
View, Bookmark, and Help.
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When you click on File, the drop down menu presents one option: Exit and Score. A student should
not select this unless all questions have been answered and all bookmarked questions reviewed
and answered.

The View menu provides two options: Previous Question or Next Question. This option can be used
to move back and forth between questions. The View buttons provide the same

functionality as the View menu. The button returns you to the previous question. The m
button moves you forward to the next question.

When you reach the last question on the test, the changes to .

The Bookmark menu allows the current question to be bookmarked. Bookmarked questions can be
returned to at anytime during the test or at the end before selecting OK in the Exit and Score box
which is displayed after the last question has been answered

The Help menu provides access to E-Exam help options. It also has the standard Windows About
option which displays information about the E-Exam program. In addition to these options, Help
also includes an option to Challenge This Question.

The Challenge This Question option provides a method for the student to indicate a question that
he/she believes to be erroneous or invalid for some reason. The student may challenge the
question by clicking on the located in the top right-hand corner of the toolbar, or by

selecting “Challenge this Question” from the Help menu.

The next area presents the question and answer selections.

All of the following actions can contribute to an apparatus” skidding or possibly
rolling over EXCEPT the driverfoperator’s:

® a. leaning or swaying back and forth in the seat too much.
® b. using too much speed in turns.

# c. driving on slopes too steep for the apparatus.

# d. steering harshly or abruptly.

Click on or type the letter of the conect response.

September 2004 65



Test Control Officer’s Guide E-Exam

The last area on the screen provides some additional information and an additional navigation
tool.

[ Bookmark 5 of 105

| Question ID: 9010.4.3 5 [l = 2

The first block begins with the Bookmark notation. If the question has been bookmarked an X will
show in the box next to Bookmark. When you review Bookmarked questions and answer them,
the X is removed from the box next to Bookmark.

The numbers at the right side of the block, 5 of 105, indicate how many questions out of the total
number of question on the test have been shown. In this case we are looking at question 5 out of
105 for the test. This changes as you move through the test.

The next block begins with Question ID. This is how E-Exam identifies the question. The 9010 is
the 4 digit E-Exam number of the test in use. The .4 indicates that this is Section 4 of the test. And
the .3 indicates that this is the 3 question in Section 4. If there is a problem with a question, the
student or the proctor should write down this Question ID number and include it in any information
forwarded to AFIADL.

The next box shows how many questions have been presented in this test session. It should match
the X of the X of XXX shown just above and to the right.

The final section of this is the Scroll Bar. The Scroll Bar, located in the bottom right-hand corner of
the screen, is active during a test session. The Scroll Bar moves to the right as additional questions
are presented. This Scroll Bar can be used to move forward or backward one or more questions
at a time. For example, let’s say you just completed a 60-question test but you would like to
review questions 5, 12, 39, and 52 before you exit and score the test. In this instance, you could
quickly review these questions by using the Scroll Bar. In this case you would move the Scroll Bar
to the left and watch the numbers in the X of XXX area change until you reach the question you
want to review.

In addition to these navigation features, there are two more that are used when a question has a
scenario with it.
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Questions With a Scenario

Questions that use a scenario to present information required in order to answer have some
additional information and some additional navigation buttons. Students often think that there is
an error because the scenario question sometimes displays the answer options without a question:

9 a. True

@® b. False

Conversely, sometimes the scenario itself is displayed and the student thinks that there is no
question to answer:

File Edit Yiew Specs Type Help

4 | NEXT +

This question is a test of your geographic knowlege without referring to a map.
Form a mental picture of the United States. Make sure that your picture covers all
50 states, not just those located between Canada and Mexico!

Your mental picture should be oriented so that North is at the top; South is at the
bottom; East is to the right; and West is to the left.

When you are comfortable with your mental picture of US geography, answer this

question.

One state, and one state only, can be designated as being located the fartherest
North, East, and West.

What the student is actually seeing is only part of the scenario/question and answer sequence.
When a scenario is used as part of a question, these buttons appear in the navigation area at the
top of the screen:
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They are toggle buttons which change the view on the screen. If the student sees only the answer

options (as shown at the top of page 49), just click on this Scenario button and the view will

change to show the scenario:

am - Question Editor - [$900.1.4 Scenario]
Fil= Edit VYiew Specs Type Help

A [ NEXT » JABC

This question is a test of your geographic knowlege without referring to a map.
Form a mental picture of the United States. Make sure that your picture covers all
50 states, not just those located between Canada and Mexico!

Your mental picture should be oriented so that North is at the top; South is at the
bottom; East is to the right; and West is to the left.

¥When you are comifortable with your mental picture of US geography. answer this

question.

One state, and one state only, can be designated as being located the fartherest
Morth, East, and West.

Add Page

Look at the button in the lower right corner of the Scenario page. In this example it is showing
Add Page. During a test, if there is more than one “page” to the Scenario, the button will read
NEXT PAGE. Clicking the button will move to the next screen which shows the next “page” of the
scenario. If that is the final page, the button will show PREVIOUS PAGE.

When the student has read all parts of the scenario and is ready to answer the question, the

question screen can be reached by clicking on this button:

Clicking on the Question button changes the view to the question:

- Question Editor, - [$900.1.4]
Specs  Type Help

Q a True

@ b. False
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Test Question Challenges

While taking a test, a student may find a question that he /she believes to be erroneous or invalid
for some reason (i.e., typo, spelling mistake, missing graphic, ambiguous question, etc.). The

student may challenge the question by clicking on found on the top right hand corner of the
toolbar, or by selecting Challenge This Question from the Help menu. This allows the student to
type a short description of the error. All question challenges are automatically downloaded when
you collect and electronically transmit the required student data files to AFIADL.

When the student clicks on @ or selects Challenge this Question from the Help menu, the

Challenge screen is shown.

| Challenge Question

What is wiong with this question:

Both choice a. and choice c. could be comect]

The question ID and the cument
date/time will be saved with your

Submit Challenge

comment [you need not enter them in
pour comment).

LCancel

This screen is shown superimposed on the question for which the student is making the challenge.

- CerTest - [CDC 3E751H] Driver/Operator - Pumper

File  “iew Bookmark Help

RIS

rolling over EXCEPT the driverfoperator’s:

. leaninpg waving b

Challenge Question ]

The question ID and the current
date/time will be saved with pour

Submit Challenge

comment [you need not enter them in
your comment].

LCancel

Click on or tppe the letter of the comect response.

@] (3]

All of the following actions can contribute to an apparatus’ skidding or possibly

[~ Bookmark

5 of 105

| Buestion 1D 5010.4.3

[T

0
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NOTE: AFIADL/ECI Form 17 cannot be used to Challenge E-Exam Questions. The Challenge function
within the program replaces the Form 17. However, the Form 17 may be used for issues raised after
completion of a test session.

Once the student has completed the information in the block under What is wrong with this
question: the student has the option of selecting either the Submit Challenge or Cancel buttons.

When Submit Challenge is selected, the information included in the challenge block on the screen
as well as other identifying information is saved by E-Exam and included with the data

transmitted to AFIADL via Answer Sheet Manager and the FTP process.

If the student decides not to challenge the question, selecting CANCEL returns to the question
screen and the student can proceed with answering questions.

On the other hand, on rare occasions you may be asked to view, print, re-<download, or delete
the question challenges.

The instructions for these procedures are found in the Appendix at the end of this Guide.

The next part of the process is Scoring The Test.
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Before You Execute the Score Process

When the student answers the last question on the test several messages are shown depending on
whether or not there are unanswered questions or bookmarked questions that have not been
reviewed.

At the end of the test, a score button and message will appear. Students must follow the
procedures as stated in the message:

To score this test, the test control officer must input a password. If you are ready to
exit and score your test, call the test control officer over to your computer now. Press
Cancel to continue reviewing your test.

If for some reason a student leaves any questions unanswered, the following message is shown.

You have left XX questions unanswered. Select OK to exit this test anyway (your
unanswered questions will be counted as wrong); or select Cancel to continue
working on this test.

If the student has bookmarked a question the following message will appear.

You have a bookmarked question. Select OK to exit this test anyway; or select Cancel
to continue working on this test.

When you respond to the student’s request to score the test, the only message that should be
showing in the question window is the Test Control Officer Validation Code box.

Test Control Officer ¥alidation Code |
To score this test, the test control officer must input their
password. If you are ready to exit and score pour test,
call the test control officer over to pyour computer now.

Prezsz Cancel to continue reviewing your test.

Enter validation code: |

Score Cancel

If any other choice is displayed, ask the student to complete the review action before you enter
your Validation Code and begin the scoring process
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Scoring The Test

When the student has progressed through the test and answered the final question, the program
presents a choice: Exit and Score the Test or Review Unanswered Questions.

Warning: If the student chooses to exit the test without reviewing Unanswered Questions, any unanswered
questions will be scored as wrong.

If the student elects to return to the Unanswered Questions, the program presents the
unanswered questions and gives the student a final chance to answer them. Once all unanswered
questions have been presented, the student is presented with the Exit and Score the Test box.

NOTE: If a student selects to Exit and Score a Test and has left any Unanswered or bookmarked questions,
E-Exam asks if the student wants to return to the unanswered or bookmarked questions.

Once a student has answered all of the questions in a test and chooses to Exit and Score the Test,
the following message is shown.

To score this test, the test control officer must input their password. If you are ready to exit and score your
test, call the test control officer over to your computer now. Press Cancel to continue reviewing your test.

You (the test control officer) must enter the test validation code in order to score the test. If the
validation code is not entered correctly, the test cannot be scored. This feature prevents a student
from scoring his/her test without the test control officer being present.

The test validation code is your E-Exam log-in password.

There are three Test Scoring Methods:

Method 1:

Step Action
1 The student selects Score in the tool bar of the last test question.
2 | The student selects Yes in Exit and Score box

e Selecting No cancels Exit and Score

3 | When the Test Control Officer Validation Code box appears:

e The student calls the Test Control Officer over to score the test
4 | You enter your Validation Code, then

e The test is scored.

o The Test Summary Screen is shown (a sample is shown after Method 3).
5 | While the Test Summary screen is showing, the student may:

e View the results
0 Select Cancel when done

e Select History to see his/her previous scores for this test (if any).
0 Select OK.
0 Select Cancel.
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Method 2

Step Action
1 After the last test question:

e The student presses the Enter key
2 The student selects Yes in Exit and Score box

e Selecting No cancels Exit and Score
3 | When the Test Control Officer Validation Code box appears:
e The student calls the Test Control Officer over to score the test
4 | You enter your Validation Code, then
e The test is scored.
e The Test Summary Screen is shown (a sample is shown after Method 3).
5 | While the Test Summary screen is showing, the student may:
e View the results
0 Select Cancel when done

e Select History to see his/her previous scores for this test (if any).
O Select OK.
0 Select Cancel.

NOTE:
Methods 1 and 2 can be used only immediately after answering the last question
in a test. Method 3 can be selected from any question in the test.

Method 3

Step Action
1 The student selects File from the menu bar.
2 | The student selects Exit and Score.
3 | The student selects Yes in the Exit and Score box.
3 | When the Test Control Officer Validation Code box appears:
e The student calls the Test Control Officer over to score the test
4 | You enter your Validation Code, then
e The test is scored.
e The Test Summary Screen is shown (a sample is shown after Method 3).
5 | While the Test Summary screen is showing, the student may:
o View the results
0 Select Cancel when done

e Select History to see his/her previous scores for this test (if any).
0 Select OK.
0 Select Cancel.

Shortcut Keys: ALT + F4 will also indicate that the student wants to Exit and Score the test.

A sample Test Summary Page is shown below.
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Test Summary Information

To maintain test security, E-Exam does not provide specific test question feedback. However, just like existing CDC
exams, E-Exam does indicate the Learning Obijective(s) (LO) that require further study. The following “Test Summary”
information is designed to help students pinpoint the areas that require further study.

Here's how you would use the following printout: The questions column tells the student how many questions
appeared on the test and the correct column tells the student how many questions were answered correctly in each
particular section.

Sample Test Summary

Carruthers, Joe 000-00-0000
9020 — Hazardous Materials Awareness
Test Date: 28 Jan 00
Score: 91%
Criterion: 65%

REVIEW TRAINING STARTED DUE COMPLETION COMPLETED
REQUIRED ___
NOT REQUIRED
SUPERVISOR’S SIGNATURE TRAINEE’S SIGNATURE
Section Title Questions Correct
1 LO 001 General 2 2
2 LO 002 Definitions of Hazardous Materials 3 2
3 LO 003 Classes & Divisions 25 20
4 LO 004 HazMat vs. Other Emergencies 1 1
5 LO 005 Occupancies & Locations 2 2
6 LO 006 Container Shapes 3 3
7 LO 007 Marking & Colors 3 3
8 LO 008 NFPA 704 2 2
9 LO 009 Where to Find MSDSs 1 1
10 LO 010 MSDS & Shipping Paper Entries 5 5
11 LO 011 Shipping Papers 2 2
12 LO 012 Locations of Shipping Papers 3 3
13 LO 013 Examples of Clues 2 2
14 LO 014 Limitations of Using Senses 2 2
15 LO 015 Criminal or Terrorist Targets 1 1
16 LO 016 Indicators of Criminal/Terrorist Activity 1 1
17 LO 017 Difficulties Determining Names 2 2
18 LO 018 Sources for Obtaining Names in Transport 2 2
19 LO 019 Sources for Obtaining Names in Facilities 1 1
20 LO 024 Basic Precautions 2 2
21 LO 025 Emergency Medical Care 1 1
22 LO 026 Typical Ignition Sources 1 1
23 LO 027 Harmful Effects of Hazardous Materials 1 1
24 LO 028 Routes of Entry 2 2

Totals: 70

(o2}
B

To complete the Scoring Process, Print a Copy of the Test Summary Page for the student.
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To Print a Copy of the Test Summary Page:

With the Student’s Test Summary Page showing:

e Click on on the menu bar

e Give the Student the printed copy

This step completes the Student Testing phase of the test session.
The next tasks required to complete the process are:
e Collecting Student Data for Sending to AFIADL

e Sending Student Data to AFIADL
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Managing Student Data

1. Downloading Student Data to Disk
2. Using the Answer Sheet Manager Program

3. Sending Files to AFIADL
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How to Download Student Data to a Disk

Each time a student takes a test, E-Exam automatically stores data about that test session in its
database. This data must then be downloaded from E-Exam and sent to AFIADL. To do this, you

L=
must use the Download Data feature. 4ot

Note: If you have more than one student taking a test at your base on a given day, we suggest you
wait until the end of the day to download the AFIADL data for all of the students that tested that day.

When you select the Download Data feature, E-Exam creates two types of data files:

File Type Description
.ECI When you download AFIADL data for one or more test sessions, data for all of
extension the selected test sessions will be downloaded to a single .ECI file.

Each .ECI file is assigned a unique file name based on the date and time (for
example, 284B5CE8.ECI).

.00A or .00B | When you download ECI data for one or more test sessions, a .00A or .00B file
extension will be downloaded for each of the selected test sessions.

These files are assigned unique file names based on the date and time of their
associated test session (for example, 278D7D21.00A).

These data files contain the following data:
e Student’s test results
e Each student’s electronic answer sheet
e Cumulative statistical data about the tests taken
e Any Question Challenges

At the end of each testing day, you must send the applicable test data to AFIADL using the
following procedures:

e Download the test results from the computers
e FTP the results to AFIADL.

NOTE: E-Exam has added a new feature for downloading data. You can download data to a
folder on the hard disk drive instead of using a floppy. To take advantage of this change, create 3
new folders on your hard drive: E-EEXAMBATCH, FTPBATCH, and BATCHBACKUP. When you click on

4[5l
select the E-EXAMBATCH folder to save your FTP data to. Use the FTPBATCH folder to store

the files Answer Sheet Manager creates. Use the BATCHBACKUP folder to store the backup files
created by Answer Sheet Manager.

In the following instructions substitute the hard drive (C:) and E-EXAMBATCH folder for the
floppy.
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Download Test Results to Floppy Disk

1. Start E-Exam and log on as manager
Insert a blank, formatted 3.5-inch disk into the disk drive or use a folder on the hard drive
2. Select File: Download ECI Data
OI’ E-exam - [Tests]
= BEEN Edit  ‘iew Options Reports  Help
Sel FTP 1 Open Student List Clrl+s
elect =— = Open Manager List Ctrl+m
Open Test List ChrHT
Open Training Area Lisk
Open Graphic Library Chrl+L
Download ECI Data
Copy to Diskette Fa
3. The Download ECI Data box shows all
the test sessions that have not yet been Download ECI Data X
downloqded' S5NH Last Name Test [Test Hame Date
000-00-0000 |Hackenbush 1000({{CDC 10011] Fire Fighter 1 [01) 07/29/2004
000-00-0000 Hackenbush 9900 Sample Test 0870272004
Your listing will have many more
students than this example shows.
View Previously Downloaded Data Help | Select All |
LCancel | Download |
4. To download ALL records use the Select
All button Download ECI Data E
S5H Last Name Test |Test Hame Date
. . . . 000-00-0000 |Hackenbush 1000|{CDC 10011) Fire Fighter 1 [01) 0772972004
This selects all students listed in this 000-00-0000 |Hackenbush | 9900/Sample Test 0870272004
window and highlights them in blue.
If you need to download selected
records, use the combination of CTRL
key and Left mouse click to select as you S e . |
move the cursor over the student’s name Cancel | Dowalood
in the window.
5. When you have completed the selection
of students or clicked on Select All Download To 3]
Directories: Directories:
. a\ cAE-EXAMBATCH
Click the Download button [ deployetest =
(1 Documents and Settii
(3 DoD-CERT
. I (C1 E-exam
The Download To window opens e
- exchange V
— Drives: Drives:
In the Drives box, use ™ to select the S -
drive to copy to the floppy or the E- ’—|53'3°' o ‘ solect | Concel ‘
EXAMBATCH folder on the C: drive.
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6. When the correct drive is showing in the

Click on the Select button \12 1 kest session successfully downloaded.

The download begins. _

When the download is complete, the
Done! window opens. It tells you how
many sessions were downloaded.
7. Click OK and you exit from the Download ECI Data routine and return to the main program.

Now the data must be sent to AFIADL.

8. To complete the data transmission process, use the Answer Sheet Manager program to create
a batch file and the FTP program to transmit the data to AFIADL.

NOTE: Once you have downloaded the ECI data for a test session, the session no longer appears in the list of
test sessions in the Download ECI Data window.

After copying the files to a floppy, you need to use the Answer Sheet Manager to prepare a
batch file for sending data to AFIADL.

Answer Sheet Manager should be installed on a computer with internet access to facilitate data
transmission.

Detailed procedures for the Answer Sheet Manager and FTP process are available on the AFIDAL
Web Site:

http://www.maxwell.af.mil/au/afiadl /operation/xferguid fr.htm

NOTE: Do not follow up any data transmissions with faxes of student score reports unless requested
to do so by Data Branch (Geri Maull, Katrina Boren, or Alice Spano) or E-Exam Managers (Steve
McCarver or Bob Carrigan).

If you need to check and determine if a batch file was received and processed, wait 24 hours from
when you sent it (if sent over a weekend, wait until Monday) and then check via Web CDSAR. If you
cannot determine that the data processed, contact Data Branch but do not fax any data unless
specifically instructed to do so.
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Using the Answer Sheet Manager Program

If you have created the folders mentioned on page 79, you can save your batch files to the hard
drive folder FTPBATCH and your back up files to the hard drive folder BACKUPBATCH.

If you use diskettes, you need two diskettes in order to save your batch files and backup files:
= Label one batch

= Label the other backup

1. Start Answer Sheet Manager

° DOUble-C"Ck on fhe |COI1 AFISD Mergfile exe
AFTADL Answer Sheet Manager

PawetTrain, Inc,

2. When the Answer Sheet Manager

prog ram Window opens: £y Answar Shaat Manager E@gl
Exit TCFData Drive Recover About Help
27-Aug 04 Air Educatin:i:llr;:i'{r:isrliirr;g Command 10:06:33 AM
Look Gf fhe ye”OW ared thﬂ‘ SGYS READ Office of Academic Support

Sofware Services

ANSWER SHEETS FROM. .. Version 6.0

Read Answer Sheets from cAFTPFILESY
TCF Zip: 361185643 shred: 0 T

Scan for answer sheet files

Current batch number is 001

If this does not show the correct directory Files in current batch: [0]
on your hard drive (C:) or the floppy
drive (A:) you will need to change this.

New Files
311B5085.004

You can change the drive in Step 3.

Add answer sheet files to batch

3. To change the location of READ
ANSWER SHEETS FROM. ..

[ Answer Sheet Manager
Exit = TCF Data BEGEEN Recover  About  Help

Click on DRIVE on the Menu bar.

. Select Answer Sheet Location
The Selecf Answer Shee[ Locq"on _

window opens.

|Q o ﬂ
The drive selections are shown in the first %303“8?;‘; and Settings %
oD
bar in the window. [ E-exam

- [BE E-EXaMBATCH

(1 exchange
Select the Drive (LI FORMFLOW

[ frame jsp_files

(CIFTPBATCH I
When you select the DRIVE, the large
window shows the files. O X Cancel 2 Help

Click on the FOLDER, then click OK
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10.

11.

When you click OK in Step 3:
The READ ANSWER SHEETS FROM . . .
Line changes to show the drive and

folder you have selected.

Click on Scan for answer sheet files

When you scan for answer sheets in
Step 6:

New files are shown in the NEW FILES

window

With the new files showing in the NEW
FILES window,

Click Add answer sheet files to batch

When you click Add answer sheet files
to batch

The files are shown in the Files in

current batch area with the number of
files in parenthesis (1)

Now you need to save the batch.

Click SAVE on the menu bar

When you click SAVE in Step 10:

The Save Batch File and .ECI File
window opens.

The default is the A: (floppy) drive.
If you are saving to a floppy click OK.

If you are not saving to a floppy, go to
step 12.

Read Answer Sheets from c\E-EXAMBATCH)

Scan for answer sheet files

New Files
311B55C7.004

Add answer sheet files to batch

Files in current batch: [1]
311BL5C7.00A

['] Answer Sheet Manager
TCF Data  Drive

Save Batch File and .ECI File

Batch file to save: 361180001

Directory to store batch file

x Cancel

7 uen |
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12. If you are saving to a file on the hard
. Batch file to save: 361180.001
Select the drive in the bar at the bottom Bt ot T
of this window. [ 20514 ~
233510
(CQEFO7
When you change the drive the list of
(I BATCHBACKLIP
folders available shows in the larger CaCert Dev
bar above the drive selection bar. _85::;—;?' w
. |lElc: ﬂ
Select the FTPBATCH folder by clicking
once with the mouse. i X Cancel | 2 Help ‘
Click OK.
13. When the SAVE has finished, you see
the Batch File and .ECI Files Saved Batch File and . ECI Files Saved
WindOW. \i) The Faollowing 2 files were copied ta c:l:
361150.002
. 311B55C7 e
CI ICk o K Be sure ko copy BOTH of these files to the AFIADL FTF site,
14. If you are finished saving batches,
F'] Answer Sheet Manager,
Click EXIT on the menu bar. _
TCF Data  Drive
15. When you select EXIT in Step 14:
The CONFIRM window opens.
.\;’:/I Backup data Files?
Select OK to backup data files.
(a4 | Cancel ‘
Select CANCEL to exit.
16. When you click OK in Step 15:
The Backup Answer Sheet Manager Duee e ey
Files window opens.
The default drive is A:
To save to A: Click OK. CE E
To save to a hard drive folder go to oK ] Xcumcel | Phen |
step 17.
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17.

18.

To save the back up to a folder on the
hard drive:

Select the drive in the selection bar just
above the OK button.

When you select the drive, the available
folders are shown in the Directory for
backup files area.

Click on the BACKUPBATCH folder to
select it.

Click OK.

Backup Answer, Sheet Manager Files

Directory for backup files

A 3E3RIC "~
A RFO7 i
[ AFIADLBATCH

' B8 BEATCHEACKUFR
[ Cert_Dev
[ Cen_ECI
[ CerTest
[ CarT estGuide “

|Qc: ﬂ
« DK

When you click Exit in Step 15 or OK in Step 17, the program closes.

You have successfully created, saved, and backed up your batch files.

Now you can FTP them to AFIADL.

Your next step in sending data to AFIADL is to transfer the batch files. Before we get to those
instructions, here is some additional information that you need to know.

If you need to recover batch files:

1.

2.

Open Answer Sheet Manager

Click RECOVER on the menu bar.

The Recover Batch File window opens.

Recover Batch File

Answer sheet hiles
recovered:

[l Answer Sheet Manager

TCF Data  Drive EEiEEa=s

Directory to find answer sheet files

|l

Batch Mumber to Recover
Answer zheet files gg;
to find:
« DK

et
(= __j

? Help
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3. Click on the batch number you need to

Answer sheet files

to find:

recover in the Batch Number to Recover box.

Batch Mumber to Recover

Answer sheet files
recovered:

31185085004

The answer sheet files for this batch will show in the Answer sheet files to find: area.

Check the Directory to find answer sheet files area
and make sure the correct location is showing.

Change the drive by selecting it in the drive selection
box at the bottom of this area.

When the correct drive is showing, the available folders
will show in the area immediately above the drive box.

Click on the folder to select it.

When you have the correct drive and folder selected in
Step 4,

Click the Find Files button.

Recovered answer sheet files are shown in the Answer
sheet files recovered: area.

When you have recovered all of the files you are
looking for, or all that the recovery process finds:

Select OK

Clicking OK in Step 6:
Takes you to the main Answer Sheet Manager window.

Select SAVE

Directory to find answer sheet files

et

S ﬂ

Find Files

Answer sheet files
recovered:

AN1B5085.00A

[ Answer Sheet Manager,
TCF Daka  Drive

To complete the recovery process, follow the previous Answer Sheet Manager instructions

starting at Step 10 on page 83.
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Sending Data to AFIADL Using FTP

In order to send the batch files you must use a file transfer protocol (FTP) program. You should
install the FTP program before attempting to send batch files. If you have not installed the FTP

program, see the instructions on page 12.

I Note: Do not attempt this unless you have first installed the FTP software! I

1. Click the FTP program icon to start
the program.

2. The Session Properties window
opens.
The AFIADL profile you created
earlier should be showing as the
default profile.
Make sure your User ID is correct.
If no Password is showing: enter
upload
When these are correct,
Click OK

3.

tone.

HAWS FTP95 LE 132.60.202.90

ag

Session Properties
General l Staltup] Ad

Prafile M ame

Host Mamedaddress:

vanced ] Firewall ]

; - Hew
|132.60.202.90 Delete

Host Type: |.-’-‘«utomatic detect j
Uszer 1D |tc:f [ Anonymous
Passward: | W Save Pwd
Account: |
Camment: |
IT' Cancel | | Help

When you click OK in Step 2: the connection window opens and you will hear the connection

Local System Fiemate System
|C:\Program Files~US_FTP _j |/f csupload j
- ‘ Mame Date ‘ Size | ChaDir - | Name Date Size ‘ | ChaDir
£ . ~ [ -~ :
[ complete.wav 980825 09:58 MkDir 010851.086 360827 0000 33" MkDit
connect . wav 980825 09:58 086410.145 oe0gze 00:00 L2
ETTOr . WAy 980825 09:58 096046.803 1040827 10:21 ich
license wri 9s08as 09:58 151083 .068 ologz? 00:00 330
prorder. wri 980825 09:58 ——— [ 200326.121 1040827 12:21 14! —
vhatsnew . txt gB0825 09:58 207621344 210827 00:00 1na!
we ftp.dll 980825 09:58 2 i 212202.038 300827 00:00 52y
WS_FTF.hlp 980825 09:58 e 253112 041 1040827 13:04 32 e
WS _FTP.ini 1040827 13:2 283085.114 1040827 12:22 ck
WS_FTP95 . exe 980825 09:58 3 Refrash 283085 247 1040827 10:16 5 Bty
EE e 283085243 1040827 10:17 3 il
= 1 S Dilro FA noanec a4a 1n4n097 1n.10 XL
< > b4
o ASCI &+ Binany [ Auta

150 Opening data connection j
Feceived 3352 bytes in 0.1 secs, (380 00 Kbps]. transfer succeeded
226 Transfer complete d

Cloze Cancel | Logiw/nd Help Options About Exit |
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4. In the Local System areq, click on ChgDir

Local System

|C:“Progran Files“WS_FTF

= |

Mame

=]

.

The Input window opens.

Date | Size | ChaDir

Enter local directary name:

oK

Canhicel

Help

[ ok ]
[ =
s

5. In the Input window: Enter the location of your FTP folder; use the location on your hard
drive. For example C:\FTPBATCH

If you are using a floppy then click on the floppy drive in the Local System area.

6. When you select the area for the local system, the FTPBATCH files should be showing in the
Local System area.

WS, FTP95 LE 132.60.202.90

Local System Femate System

|c::\ftpfiles ﬂ |/f csupload ﬂ

i | Marne Date | Size | ChgDir o | Marne Date Size | | ChgDir

+t+ .. AT + . AT

311B5085.004 1040827 10:0 MkDir 010851 .086 360827 00:00 337 | MkDir

[ 311B5085 . ECI 1040827 10:0 [F 086410.145 00826 00:00 52

[& 311B55C7 . 004 1040827 11:3 [E 096046803 1040827 10:21 34

311B55C7 ECI 1040827 11:3 151083.068 010827 00:00 337

B[-a-] 5 200325.121 1040827 12:21 141

ERE=a 207621 . 344 210827 00:00 108

B [-d-] E 212202 .038 300827 00:00 2.

B [-=-1 [R 253112.041 1040827 13:04 33

Bl-i-1 (¥ 283085.114 1040827 12:22 37

E[-k-] [ 283085 . 247 1040827 10:1e 5:

& [-1-] gy 283085248 1040827 10:17 3 e

= r - 1 o Di[lnfo Bl 20200C 240 1040097 1n.10 ‘j’v. Dil|nf0

S L £ - [p———

" ASCI * Binary [ Auto

Received 3950 bytes in 0.1 secs, (380.00 Kbps), ransfer succeeded j

226 Tranzfer complete

local chdir to c:\fpfiles j
Close Cancel Logwnd Help Options About E st |

88
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7. Highlight the files you want to send

to AFIADL. HAWS_FTP95 LE 132.60.202.50

Local System
Click on the First file. lc:“ftpfiles |
& M ame Date Size i
Hold down the CTRL key. | | A' B
1040827 10:0 | MkDir
. . 1040827 10:0
CIICk on the LGSI' flle. 1040827 11:3
1040827 11:3 Wigw o
All files will be selected.
-»
Rename J
Delete
Refresh
b 7
> Dirlnfo

-3
8. To send the files to AFIADL, click on the J

9.  When you click on the transmit arrow in Step 8:

The screen blinks while transmitting. When the process finishes you hear some sounds from
the computer and the transfer complete message is displayed in the area at the bottom of
the window.

150 Opening data connection j

Recerved 2353 bytes in 0.1 secs, (230.00 Kbps), transfer succeeded

226 Tranzfer complete j
Cloze | Cancel | Logwind | Help | Options About Exit |

10. Click EXIT at the bottom of the screen to exit the program.
That's it, you have successfully sent your student data to AFIADL!

If you have problems using the FTP software: Click the HELP button at the bottom of the FTP
program screen.

That’s it! You have successfully installed the program, become an administrator, added
students, administered and scored tests, and sent data to AFIADL.

The remaining sections of this Guide cover other E-Exam related actions that you may or may not
need to perform.
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Working With Student Records

1. Viewing Student Records
2. Viewing Detailed Test Records
3. Printing Records

4. Copying Records
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How to View a Student Record

The Student Record screen displays the student's E-Exam profile. It is a record of all of the exams
the student has taken. Information includes the Test Number, Test Title, Status (Pass or Fail), Score,
Date Taken, and Number of Attempts.

1. Start E-Exam and log in as
Manager. 2 E-exam - [Managers]

Reports  Help

Select File: Open Student List. S e

Chrl4+HM

Open Manager Lisk

Cpen Test Lisk ChET
Open Training Area Lisk
Cpen Graphic Library Ckrl+L

2. Highlight the name of the

student whose record you 7. E-exam - [Students]
"1 File Edit ‘iew Options Reparts Help

want to view.

Place the cursor over the

name.

Students - [ 1 Total ]
R T T TR

Click the Left mouse button.

3. Select View.

2 E-exam - [Students]

Select Student Record.

] File Edit & Options  Reports  Help

Sktudent Record i
il Student Info
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4. The Student Record screen displays.

This screen displays the student's test profile which includes:
e Student's Specialty
o  What tests the student is authorized to take
e Each test's statistics
e The student's test score, the test score's date, and the number of times the student
took the test

exam, - [Student Record]

5pecialty:
| A¥ Spociales

Training Area:
| A Traiming Areas

Lock | Test Test Title Stat | Score Date Attempts A
9— | 1000|(CDC 10011) Fire Fighter 1 [(01) F 0% | 29 Jul D4 2

1001 (CDC 10011) Fire Fighter 1 [02)

1010 (CDC 10011G]) Fire Fighter 1 (01)

79

@= 1011 [CDC 10011G) Fire Fighter 1 [02)

@= 1020 [CDC 10012) Firefighter 11 (01)

@== 1021 [CDC 10012) Firefighter 1l (02)

&= 1030 [CDC 10012G) Firefighter 1l [01)

&= 1031 [CDC 10012G) Firefighter 1l [02)

@== 1040 [CDC 10023) Apparatus Driver/0perator--Pumper [01)

&= 1041 [CDC 10023) Apparatus Driver/Operator--Pumper [02)

&= 1042 [CDC 10023) Apparatus Driver/Operator--Pumper [03)

&= 1043 [CDC 10023) Apparatus Driver/Operator--Pumper [04)

&= 1060 [CDC 10023M] Apparatus Driver/Operator--Pumper (D3]

&= 1061 [CDC 10023M] Apparatus Driver/Operator--Pumper [D4]

@= 1080 (CDC 10024) Apparatus Driver/Operator -- Aerial, Yolume 1 [01)

&= 1081 [CDC 10024) Apparatus Driver/Operator -- Aerial, Yolume 1 [02)

&= 1100 [CDC 10025) Driver/Operator -- Tiller [01)

@= 1101 [CDC 10025]) Driver/Operator -- Tiller [D2]

&= 1120 [CDC 10027) Apparatus Driver/Operator - Aircraft B and Fire-Fighting
@= 1121 [CDC 10027) Apparatus Driver/Operator - Aircraft B and Fire-Fighting
[0

1160 [CDC 10028) Apparatus Driver/Operator--MW5SA [01]

Available Tests: 1 Posttests: 99 Unmastered Posttests: 98

5. To exit the record:

Press or Press CTRL + S

You return to the Student List.

Helpful Hint:

e Double clicking on a student replaces steps 2 and 3.
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How to View a Detailed Test Record

The detailed test record shows the number of questions presented and the number the student
answered correctly for each section on the test.

1. Start E-Exam and log in as
Manager. 7 E-exam - [Managers]

TINEEY Edit View Options Reparts  Help

Select File: Open Student E Jpen Student List 1
List. Open Manager List Chrl+HM {
Open Test List Chrl+T
Open Training Area List
COpen Graphic Library Chrl+L \.

2. Highlight the name of the
student whose record you
want to view.

exam - [Students]

"] File Edt ‘Wiew Options Reports Help

Place the cursor over the Specialty:

name.
Click the Left mouse button.

3. Select View: Student Record

Reporks  Help

4. Select the Test:

Scroll down the lists of tests.

Place the cursor on the test. =i Training Area:
| 2w Specisies |24 Fradning Areas

[Attempts ~

Leff click fhe mouse to selecf Lock | Test Test Title Stat|Score | Date
9— | 1000{(CDC 10011]) Fire Fighter 1 [01) F 0% | 29 Jul D4
the test.

1001 (CDC 10011) Fire Fighter 1 (02)
1010 [CDC 10011G) Fire Fighter 1 (01)
1011 (CDC 10011G) Fire Fighter 1 (02)
1020 (CDC 10012) Firefighter 11 (01)
1021 [CDC 10012) Firefighter 11 [02)
1030 [CDC 10012G) Firefighter 11 (01)
1031 (CDC 1001 2G) Firefighter 11 (02)
1040 [CDC 10023) Apparatus Driver/0perator--Pumper [01]

1041 [CDC 10023) Apparatus Driver/0perator--Pumper [02)

1042 [CDC 10023) Apparatus Driver/0 perator--Pumper [03)

1043 [CDC 10023) Apparatus Driver/0 perator--Pumper [04)

1060 [CDC 10023M) Apparatus Driver/Operator--Pumper [03]

1061 [CDC 10023M) Apparatus Dnver/Operator--Pumper [04]

1080 [CDC 10024) Apparatus Driver/0perator -- Aerial. Yolume 1 [01)

1081 [CDC 10024] Apparatus Driver/0perator -- Aerial. Yolume 1 [02)

1100 [CDC 10025] Driver/Operator -- Tiller (0]

1101 [CDC 10025]) Driver/Operator - Tiller [02)

1120 [CDC 10027) Apparatus Driver/0perator - Aircraft Rescue and Fire-Fighting
1121 [CDC 10027) Apparatus Driver/0perator - Aircraft Rescue and Fire-Fighting
1160 [CDC 10028) Apparatus Driver/0perator--MWSA [01])

FI7F997897999¢07599¢F¢8%9

Available Tests: 1 Posttests: 99 Unmastered Posttests: 98
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5.

6.

Select View: Detail

1 E-exam - [Student Record]

The detailed student record window opens.

File  Edit

28] (&

Options

Hiskory

Reports

I

Help

7 E-exam - [Test Summary - 1000; (CDC 10011} Fire Fighter 1 {01)]

File Edit Wiew Options Reports Help

test.

Sections:

Student's score is 0%. Passing score is 65%._ Student has failed this

— Questions —

# Title Presented Correct
1L0: 001 12 0~
2 L0: 002 [ 0
3L0: 003 4 0
4 L0: 004 8 0
5L0: 005 3 0
6 L0: 006 [ 0
7 L0: 007 2 0
8 L0O: 008 6 0
9L0: 010 1 0

10L0: 011 2 [

Total: 100 1]

E

You can see a summary of the student’s performance on this test. The scroll bar at the right
side allows you to scroll down and view all sections of the test.

7 You may print this summary by:

Selecting File: Print

Or Clicking on
8. Clicking History shows the student’s history

Date\Time Score

This includes the Date /Time and Score 28 Jul 04, 13:53 0%

) . g 29 Jul D4, 10:08 0%

information for each time the student took the

test.

Selecting OK returns you to the Student

Record screen shown in Step 4.

0K
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How to Print a Student Record

The Print function allows you to print a hard copy of a Student Record.

1.

Sign in to E-Exam as Manager

2 E-exam - [Managers]

Select File: Open Student List if not Edit Wiew Options Reports  Help
already showing. Chrl+S
Cpen Manager List Chrl+M
Cpen Test Lisk Chrl+T
Open Training Area List
Cpen Graphic Library Chrl+L

Select the student’s name from the list

xam - [Students]

Place the cursor over the name

Specialty:
Click the Left mouse button to select [ A4 Spociatios

Students - [ 2 Total |
R e T T
Hackenbush. Hugo Z__ 55gt 000-00-0000

Select View: Student Record

Short Cut: You can go directly to the
Student Record by double-clicking on
the student’s name in the Student list.

Search Shift+F3

The Student Record screen displays
the Student’s record with the last test
taken highlighted in blue.

10 [COC TG Fae Faghtes 1 [01]

1011 [COC 100116) Fue Fightes 1 (02)

1020 [COC 10012] Firefightes 1l 01]

1Y [COE T0012) Faelaghbes 1 [02)

&= 1030 [COC 100126G) Fuefighter 1l (01)

@ 1001 [COC 100126G) Faefighter 1 [02)

w1040 [COC 10023) Apparatus Driver/Iperator-Fusges (0]

&= 1041 [CDC 10023) Apparatus Deiven /0 poratos-Pusges (02)

= 1042 [COC 10023) Apparatus Diver/Dperator-Fumpes (03]

w1043 [COC 10023) Apparatus Driver/Iperator-Fusges [04]

1060 [LDC 100Z3M | Appasstas Dirves /U pes stlon--Pumper (03]

1061 [COC 10023M] Appasstus Diives/0pesstor--Pumper [04]

1080 [COC 10024) Apparatus Driver/Mperatos - Asrial, Volume 1 [01)

1061 [COC 10024) Apparatus Devven/Uparatos - Asnal. Volume 1 [02)

1100 [COC 10025) Drives/Dperator - Tilles (01]

1101 [COC 1002%5) Drives/Dperator - Tilles (02]

1120 [COC 10027) Apparatus Derven/Uporato - Anciall Hescue and Fae-Frghling

1121 [COC 10027) Apparatus Driver/Dperator - Aicrsl Rescue and Fae-Fighting
28) Apparatus Driver/lperator

FPostlesls. 59 Unmasteiod Posttests. 38
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5. Select File: Print
7 E-exam - [Student Record]
(58 Edit Wiew Options Reports Help
O r Open Studert List Ctris
Open Manager List ChrHM
Open Test Lisk Chrl+T
Open Training Area List
Open Graphic Library Zhrl+L
H Download ECT Data
C I ! Ck Copy to Diskette F&
Copy From Diskette
Backup E-exam System
Restore E-exam Syskem
Print/Download Question Challenges
Zompact Database
Repair Database
Go ko Title Screen
5o bo Log On Screen
Exit E-gxam ChrH+-E
6. The Report Format window opens
If you do not want the Social Security : . .
. . [* Display Social Security Number
Number to display, click the X next to
Displqy social SeCU r“‘y Numbel’ to | Print Full Record. Organized by Training Area |
deseIeCt the optlon. Print Record as Curnrently Displayed ‘
LCancel ‘
7. Select the type of Report you want:
Full Record Organized by Training
[* Display Social Security Humber
Area
[ Prinfs q” tests in Sfudenf | Print Full Record. Organized by Training Area |
reCOI’d Organized by ’rraining Print Record as Currently Displayed ‘
area LCancel ‘
Record as Currently Displayed
e Print is limited to training area
shown in Training Area
window/
o If All Training Areas is
selected, will print all areas in
record.
Click on the button for your report
type
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8.  The Print Preview screen is displayed.

This may be more than a single page. This area of the menu bar [ vots DI il el
you how many pages are in the student record you selected to print.

. E-exam - [Print Preview]

Fil= Edit View Options Reports Help

] ez ] o -] [@]a]a]

| Student Record Organized by Training Area I

This report is formatted using the following style:

Student Name (Social Security Number)
Specialty Code and Name

Training Area Mame
LOCE TEST TITLE STATUS

GATE

SCORE

Hackenbush, $Sgt Hugo Z. (000-00-0000)

Fire Protection

Driver/Operator

L 1040 (CDC 10023) & pparatus DriverfOperator-—Pumper (1)
1041 (CDC 10023) & pparatus DriveriOperstor—Punper (02)
1042 (CDC 10023) & pparatus Drivex/Cperator--Pumper (03)
1043 (CDC 10023) & pparatus Drivex/Cperator--Furmper (04)
1060__(CDC 10023M) & pparatus Driver/Operator--Pumper (13)
1061 (CDC 10023M1) Apparatus DriverOperator--Fummper (14)

i

Print ﬁ]

Select
Printer: System Printer

. (smarps01AAFIADLBLT1)
When you select the Print screen Cancel

displays Print Fange
&
Copies: 1E|:
The default is All Pages " Pages

S 11 [v Collate Copies

You can specify certain pages by
changing to the Pages option and
entering the page numbers in the
From and To boxes.

When you are ready to print, click
OK

10. When you click OK, a printing message is shown while the page is sent to the printer.

Click to return to the Student Record screen.
Click to return to the Student List.

You can also select File: Open Student List to return directly to the Student List.

You can also select File and any other File Menu option.
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How to Copy Student Records

Copying student records to and from a diskette is absolutely critical if the student is retaking an
exam he/she failed previously. To accurately collect the data that will be sent to AFIADL, the
student must take the retake exam using the same computer used previously or you must
copy the student’s record to a diskette and copy it into the new computer before the student
takes the retake exam. The necessary steps to accomplish this task are provided below.

To Copy a Student Record to Floppy Disk

1. Sign in to E-Exam as Manager

Select File: Open Student List if not
already showing.

2. Select the student’s name from the list
Place the cursor over the name

Click the Left mouse button to select

3. Select File: Copy to Diskette

4. The Copy Student(s) window
displays

Select Yes to copy this student

Select No to abort copying and
return to the Student List

7 E-exam - [Managers]

Reports
Chrl+5
Open Manager Lisk CEElHM
Cpen Test List Chrl+T
Open Training Area Lisk
Open Graphic Library Chrl+L

7 E-exam - [Students]

] File Edt ‘iew Options Reports Help

Specialty:
| A% Speciattes

Students -
DR SR Al HC S rr
Hackenbush, Hugo Z., 55qt

[ 2 Total ]

S 00-00-0002
000-00-0000

2 E-exam - [Students]

"NEEW Edit view Options Reports  Help

Open Student List Chrl+S
Open Manager Lisk Chrl+M
Open Test List e+ T
Cpen Training Area List

Open raphic Library Chr+L

Download ECI Data
Cop kette
Copy From Diskette

Copy Student(s)

‘:%Pj Copw Student: Hackenbush, Hugo 2., 55gt to diskette?

100
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5. When you select Yes in Step 4:

' Copy Student(s) To E”'gl

The Copy Student(s) To window Save in: [ 13 4 Floppy (5] = o5 -
opens |_:§
My Recent
Diocuments
Check the Save in box for the 9
floppy drive letter (A:) Deskiop
. a7
Check the File Name box: My Documerts
e Accept the file name or jg
e Enter a new file name B
w T -
The Save as type box should show MyMNetwork  Fiprname:  [BEER B 2 [ see ]
S'I'Ude ni‘ Save as type: |Student j Cancel

When you have made your
selections, click Save

6. When you click Save in Step 5

Copy Complete! EJ

-
\y One Student Copied!

The file is copied to the A: drive
The Copy Complete! window opens
The number of students copied should

match the number of students
selected in Step 2.

Click OK

When you click OK, you return to the
Student List.

Do not send this data to AFIADL.

This .STD file is only used to transfer student data between computers running E-Exam.

Use the Download ECI Data option to download the information that you send to AFIADL.

Helpful hint

You may copy more than one student record at a time by selecting multiple records. To select a
block of student records, highlight the first student in the block then press and hold the SHIFT key
while clicking on the last student in the block. To select multiple student records that are not in
sequence, press and hold the CTRL key while clicking on each record you want to copy.

September 2004 101



Test Control Officer’s Guide E-Exam

Additional information

Student files have an extension of .std. When you copy student files to a diskette, a text file is
also created on the diskette. This text file has the same name as the student file, but has a .txt
extension. The text file contains a list of all students copied into the student (.std) file and may be
viewed using Windows® Notepad.

You may want to copy a student record from a diskette in order to reinstall a student who has
been deleted from the E-Exam program or to move a student from one computer system to
another. If a student record is corrupted, the student should be deleted before the record is
copied to the system from a diskette.

If you copy a student’s data from a diskette and the student already exists in the system, you will
be given the option to merge the record on the diskette with the record on the system. The new

student record on the system will contain a history of when each test was taken, but will contain a
summary of only the most recent time each test was taken.

To Copy a Student Record from Floppy Disk

1. Sign in to E-Exam as Manager.

7 E-exam - [Managers]

Select File: oPen Student List "Ml Edit  Wiew Options Reporks  Help
Student Lisk
Open Manager List Chrl+M
Open Test List Chrl+T
Open Training Area Lisk i
Open Graphic Library Chrl+L |.

2. E-Exam automatically selects the first Student in the List. To select a different student:

Select Student by placing the cursor over the name and clicking the Left mouse button.
The name will be highlighted in blue.

3. Select File: Copy from Diskette

7 E-exam - [Tests]

MEEN Edit  ‘iews Cptions Reports Help

Cpen Student List Chrl+5
Cpen Manager List Chrl+M
Cpen Test List Chrl+T
Open Training Area Lisk

Cpen Graphic Library Chrl+L
Download ECT Data

Copy bo Diskette FS

Copy From Diskette
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4. In the Copy From window:

Make sure Look In shows the floppy

drive designator (A:) Copy From RPK
Look in | 4 3% Floppy () =] ok B~
e 'ftudenti.std

Files of type should show Student

My Recent
Documents

File name shows default xferstud.std

&

file Desktop
. . f/'
Select file to copy (place cursor on file biy Documents

name, click left mouse button once) from >
the list of files in the box above the File
name block

=

S

i 8
B

i 2

E

z

Mypr‘:lait;vsnrk Filename: :-:IE-' d.std ﬂ Open
File name box now shows file selected Fiesoftype:  |Student el |
(Student1.std)
Click Open

5. When you click Open in Step 4:

Copy Student(s) Into E-exam @

Copy From: A:\Studentl. std

Copy Student(S) Into E-Exam screen e T
opens B

List of students is shown in box under
Students

Select student(s) to copy (place cursor Cony Help Cancel
on student name, click left mouse button
once) from the list of students

Use CTRL + Left mouse button click to
select individual students if you do not
want to copy all but need to copy more
than 1 student:

e Place Cursor on Student

e Hold CTRL key and click Left

button

e Move Cursor to next student to
copy

e Hold CTRL key and click Left
button

e Repeat until you have selected
students you want to copy
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6. When you have selected the students

YOU want to COp)’ from 1'he diSk: Cupy CUITIPI.E‘E! @
Click Copy j{} Cne Student Copied!
The student is copied to E-Exam and the

Copy Complete! box shows.

Click OK to return to the Student List.
The copied student’s name should now
show in your Student List.

7. If one of the students you are copying
is already in your Student List: Merge Student Records?

ks

@ Hugo Hackenbush [000-00-0000]) already exists in

You are adding information from CerTest.

another PC to make a complete record Merge
Hugo Hackenbush [8f2{2004]

With
. H Hackenbush (8/2{2004)?
The Merge Student Records? window LAl ] ]

opens showing the names of the
students and information about the

Yes Yes to All Ho

records

To merge the records:
e Select Yes for a single name
showing
e Select Yes to All for all names
showing on the screen

8. When you select Yes or Yes to All in
Step 7: Copy Complete! @

The Student or Students are copied and J.(} ©One Student Copied!
the Copy Complete! screen is shown

The message One Student Copied! will
change to show the total number
copied when there is more than one.
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E-Exam Program Maintenance

1. Keep Up To Date

2. Tweak Internet Explorer Settings

3. Installing Updates

4. Delete Managers

5. Change Student Password

6. Use Question Challenge Data

7. Change Validation Code

8. Download Previously Downloaded Data
9. Backup and Restore

10. When You Replace a PC
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Keeping Tests and Software Current

New or revised tests are posted to AFIADL's Web Site every other month (Jan, Mar, May, Jul,
Sep, and Nov) as appropriate. E-Exam has a reminder pop-up box that is shown during the first
week of the update months. The update files are named using the month and year of update. For
example, the July 2005 update files would have the names JULO5.TST and JULO5.TXT.

NOTE: Effective January 2005, E-Exam updates will be cumulative. This means that all of
the files updated in January will be included in the March update, and so on throughout the
year. This means that the latest update will always have all of the files you need to keep
current. When copying the files simply select the YES TO ALL IF NEWER option when you
see the TEST XXXX ALREADY EXISTS message. The updates will begin anew each January
and the previous year’s updates will be archived at AFIADL and can be requested via
email if needed.

All tests and software updates are posted to the AFIADL web site:
http://www.maxwell.af.mil /au /afiadl

Updates are also available on the AFAEMS site: https: //afaems.langley.af.mil /

To reach the AFIADL E-Exam update page:

1. Click on the link above.
Or
Copy the link
Start Internet Explorer (or your web browser)
Paste the link in the Address bar
Click on the green GO arrow

2} Welcome to the Air Force ADL Gateway - Gateway to Distance Education that supports the Warfight - Microsoft Internet Explorer:

File Edit View Favorites Tools  Help l';'

@Back A > | Iﬂ @ :‘J j:‘: Search ‘-_;j\'(_’Favorites @Media {‘1 ek ._:-_7 i y,' "_E}

Address ] http: ffuwa maxwel, af mil faujafiad) v}Go Links * | @y -
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2. When you get to the main screen on the AFIADL web page:

e Select E-Exam from the menu on the left side of the
screen. eCustpmgr Suppor

Dryanization

Catalogs

This will take you directly to the E-Exam update page. WAPS Info

Student Info

Forms

Base ED/Training
[E-Exam|

Course stats

Writerfanager

ATH

ADL Consulting

Hot Topics
Search

COSAR
Site [ndex
Haome

3. The E-Exam update page has links that take you to the appropriate updates.

Hew or Revised Tests
Test Control Officer's Guide (PDF version) -- Updated 24 Feh 2003
Student Guide - Added Apr 15™2002
Program Upgrades

Answer Sheet MManager

Utilites

Pagemaster & Webmaster Info

4. Selecting New or Revised Tests opens the update page for new or revised tests.

5. On the New or Revised Exams page:
e Select the update you need to download.
e Follow the instructions for Downloading Test/Software Updates.
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Downloading Test/Software Updates

You can download the test and/or software updates you need from the E-Exam update page
and save them to a folder on your hard disk drive or save them to a floppy disk.

Remember that test updates consist of two files: a .TXT file and a .TST file. You will need both files
to be able to copy the tests into the E-Exam program.

1. Locate the update you are going to download on the update page.

If you cannot see the most recent update you may need to change some Internet Explorer
settings. See How to Change Internet Explorer Settings on page 111.

2. Position the cursor on the update file name.

0704upes==+
Click the RIGHT mouse button. OpEn
To inst Qpen in Mew Window
0 Inst: g ;
Save Target As...
Select Save Target As in the drop down menu. S —
Print Target
1. C
T
i' g Copy Shorkout
4., I¥
5y Add ko Favorites, .,
6. F Properties

3. When the Save Target As window opens:

Select the location to save the file to in Save i | (B0 Desitop v @@ e mE-
the Save In bar at the top of the s (D Doaments

uﬁ 4_‘5My Computer
window. MyRecent | %My Metwork Places

Documents |5 AIRWG-ICWG

— | [ CerTest Tng
LB E Iy Briefrase
) Screensaver

Check the file name in the File Name
bar at the bottom of the window.

Desktop

tdy Documents

Check the Save as type bar at the

bottom for the correct file type. oL
bdy Computer
e For .TXT files: Text Document tj File name: |
e For .TST files: All Files e = e )

o For software files: All Files
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4. When you have checked everything in ] -
Step 3: i LEX)|

Click Save in the lower right corner of
'rhe WindOW. Saving:

0704updt. bt Franm wian, rasaell, s mil
[ ]

Estimated time left

When you click Save, the File Download Sl

window opens to show the progress of Transfer rate:
YOUr file dOWnIOQd. [¥] Clase this dialog box when download completes

Cancel

5. When the File Download window closes, the file download is complete.
If you have other files to download, repeat steps 1 through 4.
6. When you have copied all of the update files, you are ready to add them to E-Exam.

If you are using stand-alone PCs for testing, you will need to copy the files to a floppy in
order to install the updates on each of the PCs.

If you are using a network system and have copied the files to the PC you use as the server
for E-Exam, you do not need a floppy and can copy the files from the location on the PC
where you copied them.

If you are using a network system but you copied the files on a PC not connected with the
network, you will need to copy the files to a floppy in order to copy them to E-Exam on the
network server.
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How To Change Internet Explorer Settings

Sometimes Internet Explorer users are unable to see new updates that are posted to the AFIADL
E-Exam update page. This is not a problem with the web site; it is the result of some Internet
Explorer settings. The problem is easily corrected using the following information.

If you do not already have Internet Explorer open, open the program. It does not matter which
web site is showing in Internet Explorer while you complete this task.

1. Select Tools: Internet Options
2 Welcome to the Air Force ADL Gateway - Gate
File:

Edit  Wiew Favorites Help

% Mail and Mews 4
Q Back ~ o Iﬂ Svnchronize. ..
— 7 windows Update
Address @:} Rtk i, rasamel
N Mossonger
Shiows Related Links

Inkermet Cplions

2. When you select Tools: Internet

Options, the Internet Options window Internet Options 21X

. General | Security | Privacy | Content | Connections | Programs | Advanced
is shown. | Prvacy | Content | Comee s

Home page

[ Use Cumrent ] [ Use Default ] [ Use Blark

Temporary Intemet files
< Pages pou view on the Intemet are stored in a special folder
¥ for quick viewing later.

[De\ete Euok\es...] [ Delete Files... ] [ Settings...

Histary

The History folder contains links to pages you've visited, for
quick access to recently viewed pages.

Davs to keep pages in history: :20 3 || Clear Histary

[ Colars... ] [ Fonts. ] [ Languages... ] [Accesslb\llly ]

3. In the Internet Options window

Tempoarar [ntemet files
7 oy Pages you view an the Internet are stored in a special folder

Locate the Temporary Internet Files &\ for quick viewing later,
darea in ’rhe middle Of ’rhe window [Delete Eookies...] IDeIete Files...] [ Settings...

4. In the Temporary Internet Files area

Temporary Intermet files

. {7 Pages you view on the Intemet are stored in a special folder
Select Settings @\ for quick viewing later

[Delete Eookies...] [ Delete Files... ]
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5. In the Settings window:

Check to see if Automatically is
selected

This is the default setting for Internet
Explorer.

When Automatically checks for
newer versions of pages it compares
what Internet Explorer stored from
your last visit to the current state of
the page your are viewing. It does not
notice “minor” changes such as adding
a file to be downloaded on a page.

This is why you are unable to see new
updates that have been posted to the
AFIADL web site.

6. To correct the problem:

Click in the circle next to Every visit
to the page

This selection ensures that Internet
Explorer updates the stored version of
the page with the current state of the
page being viewed.

Once this change takes effect you will
be able to see the updates.

Settings EJ &l

Check For newer versions of stored pages:
& ) Every visit ta the page
(:) Ewery time wou skart Internet Explorer
[ (o) Automaticaly |
Cﬁ Mewver

Tempaorary Internet files Folder

Current location:  C:\Documents and
SettingsimccarversiLocal
Settingst Temporary Internet Filesh

Amount of disk space to use;

J 2 |12 we

[ Mowve Folder. .. H ‘iew Files. . ” Wiew Objects. .. ]

[ oK ll Cancel ]

Settings

‘ Check For newer versions of stored pages:

ey
O Ewety time wou stark Inkernet Explarer
) Aukomatically

O Mewer

Temporary Internet files Folder

Current location:  CDocuments and
SettingsimecaryerstLocal
Settings) Temparary Inkernet Files),

Arnount of disk space ko use:
¥ I

l Move Falder. .. ” View Files, .. ” View Objects... ]

I Ok H Caniel ]
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7.

9.

When you have selected Every visit
to the page in Step 6:

Click OK

When you click OK in Step 7:

You return to the Internet Options
window

Click OK
This saves the changes you have made

and returns you to the main Internet
Explorer window.

To make sure the change is active:
e Exit Internet Explorer

e Restart Internet Explorer

Check For newer versions of stored pages:
& (%) Every visit to the page

O Every time you start Internet Explorer

() Aukomatically

O Mever

Temporaty Internet files Folder

Current location:  Ci\Docurments and
SettingsimccarversiLocal
SettingsiTemparary Internet Files)

Amount of disk space to use:

J [ 3z ':_: ME

[ Move Folder. .. ] [ Wiew Files... H Wiew Objects. .. ]

Internet Options

General | Security | Privacy | Cortent | Cornections | Programs | Advanced

Home page
I% “Y'ou can change which page to use for your hame page.

Address: i,l’isapi,l’redir.dII?prd=ie&pver=6&ar=msnhome |

[ Uze Curent ] [ Usze Default ] [ Usze Blank

Temporary [nternet files

< Fages you view on the Internet are stored in a special folder
@&\ for quick viewing later.

[Delete Eookies..] [ Delete Files... ] [ Settings...

Histary

The Histary falder containg links to pages you've visited, for
quick access to recently viewed pages.

[rayz to keep pages in history: 20 3 Clear Hizstory

[ Colors.... ] [ Fonts... ] [ Languages... ] [Accessibilily...]

When you return to the E-Exam update page all of the updates should be visible.
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Installing Updates

These instructions for installing test updates are applicable whether you are using a floppy disk or

are copying from a hard disk drive.

1. Start E-Exam and sign in as Manager.
2 E-exam - [Tests]
If the program does not open to the Test
List: Open Student Lisk Chrl+s
Cpen Manager Lisk kel
Cth File Cpen Training Area List
Select Open Test List Open Graphic Library Chrl+L
2. With the Test List open:
E-exam - [ Tests]
Select File FEN Edit  Wiew Options Reports  Help
. Open Student List ctri+s |
Select Copy From Diskette S i
Open Test List Chrl+T
. Open Training Area List
Click the Left mouse button to select. BentSenphic Lbrary s
. Download ECI Data
The Copy From window opens. Copy to Diskette Fa
Copy From Diskette
Import 0 File as Test
3. You can select the source to copy the files
from using the Look in: bar. Copy From
— Look in: | (23 JulD4 |
Position the cursor on the ™ button on the %y My Recent Documents
right side of the Look in bar. { 2} BRL =kl
S [} My Documents
Dgcumenm J My Computer
This opens a drop down menu showing — 3% Floppy (4]
. . [ < Local Disk [C:]
the options available. ! -k 3 CTupdate
el [ Juins
Select the location you are going to copy - - tomagatie DL [0
N . 7 ik CO-Rw Drive [E2]
files from by moving the cursor and then
clicking the Left mouse button to select.
If you need to expand the listing for a
drive [such as Local Disk (C:)], place the
cursor on the listing and double-click the
Left mouse button to expand the listing.
Then select the location where you stored
the files you need to copy.
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4. When you have selected the location in
Step 3:

Copy From EJE|

Look in' | 5 Jul4 I s
The list of files should be showing in the e
large box of the Copy from window. e
Select the file you want to copy by Letics
placing the cursor over the file name and 7,
clicking the Left mouse button. [ Docunents
.
The file name will show in the File name e
box at the bottom of the screen. h,j |
MyPT:cl:smk File hame: ‘xlertest.tst ﬂ \ﬂl
The Files of type box will show Test. - el e
When everything matches, click on the
Open button on the right side of the
window.
5. The Copy Test(s) Into E-exam window opens.
Copy Test(s) Into E-exam El
Copy From: C:\CTupdate\Jul04\0704updt.tst

0 (CDC 1001161 Fire Fighter 1 [01
(CDC 100116 Fire Fighter 1 [02)
(CDC 100126] Firefighter 11 [01)
[CDC 100126) Firefighter 11 (02

Tests - [ 4 Total |

Copy

Help ‘ Cancel

You will see the tests included in the file listed in this window.

You can copy a single test by:
e Placing the cursor over the test title.

e Clicking once with the Left mouse button to select.

e Click the Copy button to begin copying.

You can copy all of the tests by:

Holding down the CTRL key.

Placing the cursor over the first test title.
Clicking once with the Left mouse button to select.

Placing the cursor over the last test title.
Clicking once with the Left mouse button to select.

Releasing the CTRL key (all tests should be highlighted in blue).
Click the Copy button to begin copying.
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6. When you select Copy in Step 5, the copying

process starts. Copy Complete!
i One Tesk Copied!
When the copying is compete, the Copy \\) _ _ _ _ -
. This kest was copied to the Following Specialty/ Training Area:
Compleie! window opens. Aircrews Operations/Aeromedical

This window tells you how many tests were
copied.

7. If the test(s) you select to copy in Step 5

already exists in E-Exam: Replace Test? &=
? Test 9039 already exists in CerTest.

The Replace Test? window opens. Hiplace

Test 9039 (7/28/2004 12:29:54 PM)

With

This asks do you want to replace Test X with A RITERE (RPN S B
a date and time with Test Y with a date and
time.

Yes Yes to All Yes to All [ If Newer ] Mo

You may select any of the action buttons at
the bottom.

The recommended selection is Yes to All (If
Newer).

If you select any of the Yes options, the test is
copied and you see the Copy Complete!
window shown in Step 6.

8. When the Copy Complete! window is displayed, click OK to return to the Test List.

You are now ready to assign and unlock any of the new tests.
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How to Delete a Manager

The Delete Manager function removes a manager from the E-Exam system.

1. Open the Manager List.

E-exam - [Tests]
Edit

Help
Ctrl+3
Chrl+M
Chrl+T

Wiew Options Reports

Open T
Open Training Area List
Open Graphic Library Chrl+L

2. Highlight the manager's name
for deletion.

7 E-exam - [Managers]

Fil Options  Reparts  Help

Specialty:
| A4 Speciaites ~|

Managers - [4 Total 1

CerTest, Administrator

CerTest, Manager

E mergency. Administrator
GS5-1

3. Select Edit (menu bar) or
Click the scissors icon. # E-exam - [Managers]

View Opltions Reports H

Add Manager  Shift+Ins |
Delete Manager  Shift+Del

7 E-exam, - [Managers]

"] File Edit View Options Reparts Help

L x| [1] (5] [#] =]

4. Select Delete Manager.
7 E-exam - [Managers]

"] File Mas[® Yiew Options Reports

Shift+Ins
Shift+Del

Select Yes in the Delete
Manager(s) confirmation box.

bl
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6. When you click OK, the selected
Manager is deleted and you /. E-exam - [Managers]
return to the quqgers List ile Edit Wiew Options Reports Help

As you see, the Manager you
selected for deletion is no longer
in the Managers List.

Specialty:
| At Speciaites |

Managers - [ 3 Total ]

CerT est, Adminstrator
CerTest, Manager

Repeat these steps for any other Managers you need to delete.

Shortcut keys:

SHIFT + DELETE will replace steps 3 and 4.

I Note: You may not edit or delete a manager with privileges that you do not have. I
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How To Change a Student’s Password

Sometimes students returning to retake an exam have forgotten the password they used the last
time they tested at your facility. Resetting a student’s password is not a major problem because
everything is done within E-Exam. Remember, when you entered the student into the program you
assigned a password. You can do the same operation and assign the student a new password to
replace the forgotten one. Here’s how:

1. Start E-Exam and log on as you normally do.

2. Select FILE: Open Student List from the

menu. 7 E-exam - [Managers]
NG Edit View Options Reports Help
E Open Student: Lisk Chrl+s
L Open Manager List Chrl+
Open Test List Chrl+T
Open Training Area List
Open Graphic Library Chrl+L

3. Select the student from the Student List:

# E-pxam - [Students]

le  Edit View Help

&

Place the cursor on the name and click the
LEFT mouse button.

=

Students - [ 2 Total |

000-00-0002
000-00-0000

4. With the student’s name highlighted:

Click on VIEW on the toolbar
Select Student Info

5.  When the Student Information window is

d |Sp|0yed: Student Information @
Last Name: [Dwight
. First Name: |Reginald Middle Initial: -
Click on Password _
55N: |000-00-0002 Service: |An Force -
Rank: |55qt -
Specialties:
Aircrew Operations A

Aircrew Protection
Chaplain Service Password
Civil Engineering
G d Control Syst Operati Help
C B Comp Syt
Communications-Electionics
Contracting
Dental
Fi ial & Fi ial M
-/ Fire Protection v

Lancel

i

Select All Specialties Select Ho Specialties |
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6. When the Change Student’s Password
box opens:

Enter a new password in the first box
Repeat the new password in the Verify
box

When both boxes have passwords
entered (and they match) the OK box is

active.

Click OK.

7. When you click OK in Step 6:
The Student Information screen is shown

This means the password has been
changed successfully.

To exit: Click OK.

You can return to the Student List or close
the program.

Change Student’s Password

Enter new Password:

Thiz password iz used duning the
student's initial log on.

Change Student’s Password

Enter new Password: (XX

Yerify Pazsword:

LCancel ‘

Yerify Password: ey

This pazsword iz used during the
student's initial log on.

oK LCancel ‘

Student Information @

Last Hame: |D wight

First Name: |Heginald Middle Initial: -
55N: [000-00-0002 Service: [Air Force |
Rank: |55qt -
Specialties:
Aircrew Operations ~

Aircrew Protection
Chaplain Service Password

Civil Engineering

Command Control Systems Operation Help
Communications-Computer Spstems
Communications-Electronics
Contracting

Dental

Financial & Financial Management

- Fire Protection P Cancel

i

Select All Specialties Select No Specialties |
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How to Handle Question Challenges
To Print, Download, or Delete Question Challenges:

1. Start E-Exam and log in.

E-exam - [Tests]
Select File: Prini/DownIoad N Edit  Wiew Options Reports Help .

. Open Student Lisk Chrl+5
QUQS"IO“ Cha"enges Open Manager List Chrl+M
Cpen Test List Chrl+T

Click the Left mouse button to gpenTraning Ao List
COpen Graphic Library Chrl+L

complete the action.
Download ECT Data

Copy bo Diskette F&
The Print/Download Question Gopy From Diskerte
. Import U0 File as Test
Challenges window opens. Import RTF/TET file as Test

Generate Paper Test
Backup E-exam Swstem
Restore E-exam System

Print/Download GQuestion Challenges

Print

2. You may use the options in either

the Print / Download Question Challenges

Date Range or the Test Range Date Range
areas. @ Al Challenges
(") Only Challenges between the following dates:
In the Date Range area: -
o All Challenges is the
default. Test Range H= |
®*  You may use the Only @i —
; Download to Disk
Challenges between the C Test Numbers Ll |
following dates to select From: To- Delete |
a specific time frame. Help |
Cloze |
In the Test Range area:

e All Tests is the default.
e You may use the Test
Numbers option to select
a range of tests for
challenge data.
3. Once you have selected the Date or Test Range options in Step 2, you need to specify what
action you want to take: Print, Download, or Delete.

You can select the option by placing the cursor over the button and clicking the Left mouse
button.

If you do not make an alternate selection in either Date Range or Test Range, all challenges
will be downloaded or printed.
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4. When you select Print:

Fla Edt Vew Optios Reports Heb

E-Exam retrieves the data, (8 TS o e I 1
formats it, and creates a report CerTest Question Challenge
for each challenge. Test
When the report is ready the AFSC:
Print Preview screen opens. e

Stadent’s Pawpones
You can use the buttons in the Crred by

On

grey area to navigate through
the reports.

When you are ready to print:

Click on the

5. When you select Download to Disk:

Insert disk

E-Exam is set up fo download fo a | Please insert a disk inko drive A
floppy (A: drive on most PCs). \g

If you don’t have a floppy in the
drive you see the Insert disk pop-up
box telling you to insert a disk.

Dovnload Question Challenges To

5 : Deskt - e

If you want to copy the Challenge e E& — =l e

. . |3 My Documents
data to your hard drive, click ( .;M::cOmputer
c I My Recent WMy Nebwork Plares

ancel. Documents | 1o wie 1owe
@ %Ceﬂest Tng
- My Briefcase
When you click Cancel, the Save In Beskiop | Dasmeensaver
window opens and you can select ,_/
the drive and folder to save the file o
to. 3)]3
tdy Computer

The File Name box defaults to » i e | P
Challenge.TXT. You can change the MyNawok  Saveastpr  [TemFie =] Cancel

. Places
name but leave the file type as TXT. Helo
When you have completed the Biviiksail Grap ket
selections in the Save In window,
click on the Save button. xl,) CATEMPLCHALLENG, TXT Downloaded,
When the file has been copied the
Download Complete pop-up box is
shown.
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6. When you select Delete:
Make the Date Range or Test Range selection as discussed in Step 2.

Click Delete.

You will see a pop-up box asking you to confirm permanently deleting the challenges from
the database.

Click Yes and the delete proceeds.
Click No and the process aborts.

7. If you have saved Test Challenges to the floppy (or a folder on your hard drive), the next
step is to forward the information to AFIADL. You can do this is one of two ways:

Method 1: Send an email to steve.mccarver@maxwell.af.mil or to
bob.carrigan@maxwell.af.mil and attach a copy of the Challenge.TXT file to the email.

Method 2: Print the Challenge.TXT file and fax a copy to DSN 596-3208 (COMM 334-416-
3208) and mark to attention of either Steve McCarver or Bob Carrigan.
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How to Change Your Test Validation Code

Once a student has answered all of the questions in a test and chooses to score the test, the

following dialog box is shown.

i Test Control Officer Yalidation Code E2

To score this test, the test control officer must input their
password. If you are ready to exit and score pour test,
call the test control officer over to your computer now.

Press Cancel to continue reviewing your test.

Enter validation code: E

Score Cancel |

This box requires the test control officer to enter his/her test validation code. If this test validation
code is not entered correctly, the test cannot be scored. This feature prevents a student from
scoring the test without the test control officer being present.

The TCO validation code is required to be entered on all AFIADL final exams to maintain test
security and as an extra-added safety measure just in case there’s a computer malfunction when
the test is being scored.

The test validation code is simply your log-in password. Any E-Exam manager's log-in password
will work as a test validation code.

If you need to change your Validation Code (your Password):

N OhAWD =

©

Have another Manager log in to E-Exam.

Select File: Open Manager List.

Select the manager’s name by placing the cursor on it and clicking the left mouse button.
Select View: Manager Info

On the Manager Information screen, select Password

In the Change Manager’s Password box, enter the same New Password in both boxes.
Click OK

Your new password /validation code is set and you return to the Manager Information

screen.
Click OK

. You can now use your new password to log in to E-Exam or as a Validation Code to score

an exam.
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Downloading Previously Downloaded Data

If for some reason you need to download AFIADL data for a test session that has already

been downloaded previously:
1. Log in to E-Exam as Manager.
Select File: Download ECI Data

OR

1o
Click

2. Inthe Download ECI Data window:

Select View Previously Downloaded
Data

7 E-exam - [Students]

“TINEEY Edit View Options Reports  Help

E Open Student: List Chrs
L Open Manager Lisk k1
Open Test Lisk Chrl+T
Open Training Area List
Cpen Graphic Library Zhr+L

Diovenload ECI Data

Copy ko Disketbe Fa
Copy From Diskette

55N Last HName Test |Test Name D ate
000-00-0000 (Hackenbush 1000{(CDC 10011) Fire Fighter 1 [01] 0772972004
000-00-0000 Hackent 9900 Sample Test 08/02/2004
Yiew Previouszly Downloaded Data Help | Select All |
LCancel | Download |

3. The Download ECI Data window will show all data downloaded within the past 90 days.

Scroll down the data list and find the data you need to download again.

Select the data by placing the cursor on the line and clicking the Left mouse button.

4. When you have selected the data in
Step 3:

Click the Download button

The Download To window opens

In the Drives box, use ™ to select the A:

drive to copy to the floppy or the hard
drive and folder.

Download To E

Directories:

=

Drives:

I

a -

i

Select LCancel
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5. When correct location is showing in the
Drives box.
Click on the Select button \E) 1 test session successfully downloaded.
The download begins. ,
When the download is complete, the
Done! window opens. It tells you how
many sessions were downloaded.
6. Click OK and you exit from the Download ECI Data routine and return to the main program.
Use the data disk you just created to send data to AFIADL.
7. To complete the data transmission process, use the Answer Sheet Manager program to create
a batch file and the FTP program to transmit the data to AFIADL.
I NOTE: F£-£xam does not retain the AFIADL data for longer than 90 days. I
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How to Backup E-Exam

Backing up the E-Exam system ensures having a copy of E-Exam with all tests and student records
in the event that your computer crashes or that your network or hard drive becomes corrupted.
The system should be backed up at least once a week, more often if there are frequent changes
in tests or student records.

When you use the Backup E-Exam routine, the process makes a backup of all student data,
current statistical data, managers information, and site-specific tests and graphics.

If you are running E-Exam on a network, you may not need to use the Backup E-Exam option.
Check with your network administrator about how your network is backed up. Networks often
have an automatic backup system. If your network is frequently backed up, you should not need
to use the Backup E-Exam option.

1. Log in to E-Exam as Manager.

" E-exam - [Students]

Selecf File’ chkup E-exqm System ZEM Edit  Wiew Options Reports  Help

E Open Student List Chrl+s
L Open Manager List Chrl+
. Open Test List Chrl+T

The Backup E-exam System To window N I———
Open Graphic Library Chrl+L

opens
Download ECT Data
Copy to Diskette Fa
Copy From Diskette
Import 10 File as Test
Import RTFITET file as Test

Backup E-exam System
Restore E-exam System

2. In Backup E-exam System To:

'Backup E-exam System To @El
Check the Save in box to select where Saveir: | b 3% Flappy 141 =l et B2~
you want to save the backup files. [e)
Bflyﬁecent
ocuments
The File name box should show @
CTBACKUP.001 Deskiop
o Do not change this file name
e The Restore E-exam System L
looks for this file v
My Computer
The Save as type box should show Site @) renne ETEACKUP.001 o [sae ]
H H (%] N‘tJ k Save as type: I c Backup Cancel
Specific Backup ey HB AR e
Hel
e This is the default e

® You are doing a site specific

backup If you are saving to a floppy drive or a CD be

sure to have blank media ready for the copy

When you are ready click Save process.
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You will see several message boxes

Backup E-exam System

FOI IOW fhe instructions \y “You may need several blank, formatted diskettes ko complete this backup,
Be sure to label all diskettes!

When you reach this Backup E-exam o ]

System box, click OK to continue

When message boxes are shown: Respond as directed

When Backup Complete! is showing, click OK to complete the process and return to the main
program.

In addition to the backup file, Backup E-Exam creates a text file that contains the date of the
backup, the name of the Site and Station from which the backup was made, and the E-Exam
version number. For Site Specific Backups, this file is named CTBACKUP.TXT.

I NOTE: The Backup £-Exam option does #OThackup archived statistical data. I
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How To Use Restore E-Exam

In the event you have computer problems and lose all or part of your datq, if you have been
making regular backups (or your network has automatic backups) you can restore from the
backup files created in the Backup E-Exam process.

1. Log into E-Exam as Manager
Select File: Restore E-exam System

Place the media with your restore
files in the appropriate drive

The Restore E-exam System from
window opens

2. In the Restore E-exam System
From window:

7 E-exam - [Students]

58 Edit Wiew Options Reports Help

E Open Student List Chrl+s
4 Open Manager List Chrl+m
Open Test List Chrl+T
Open Training Area List
Open Graphic Library Chrl+L

Download ECI Data

Copy to Diskette Fa
Copy From Diskette

Import U0 File as Test

Import RTFITXT file as Test

Backup E-exam System

Restore E-gxam System

Restore E-exam System From

Laok ir: | b 3% Floppy (%] | = -
Check the Look in box and select y
the drive where your restore media Wi Flecent
iS DoE;gnts
De.sktop
The File name box shows
CTBACKUP.001 =7
My Documents
e This is the default file name o
e |t is created by the Backup %
E-exam System routine My Conpute
‘;} File name: I:ZTE - Open
5
Files of type should show E-exam L N con ek el [T
Backup e |
When you are ready to begin, click
Open
3. When the restore process begins, follow the instructions you see in the pop-up boxes.
4. When the restore process is complete, click OK in the Restore Complete! box.
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What To Do When You Replace a PC

There is a time in the life-cycle of every PC when it needs to be replaced for whatever reason
(scheduled replacement, unrepairable, or other reason beyond your control). So what do you do
when the PC you are using for testing is going to be replaced? First, install E-Exam on the new PC;
then do these actions, as appropriate.

Download and Transfer Student Data

The most important action you can take is to download your student data from the current PC. By
downloading current student data you can transfer all of your student information to a new PC
once you have installed E-Exam on the replacement PC. (Of course, if the hard drive on your PC is
the problem this may not be possible; then you have to manually enter students.)

Downloading from the old PC and copying to the new PC is an easy operation. You'll find
instructions for copying student data on page 100 of this handbook.

Once you have installed E-Exam on the replacement PC, copying your data from a disk or CD is
easy.

e Start E-Exam and sign in as Manager

e Open the Student List

e Place the disk/CD in the computer

e Select FILE: COPY FROM DISKETTE

e Follow the On Screen Instructions
Install Tests and Updates

Use the exam CD in your files to load the basic set of tests. Then visit the update page on the
AFIADL or AFAEMS web sites to download the most recent update. Remember that these updates
are cumulative throughout the year so the current update will have all of the updates made up
until this month during the year. If you need updates from a previous year, contact the Program
Manager for assistance.

Purge the Old PC

When you have the new PC up and running and have transferred your student data, then you
need to purge the old PC. You should take these actions:

e Uninstall E-Exam

e Delete any directories associated with E-Exam

e Uninstall Answer Sheet Manager and WS_FTP

e Delete any directories associated with ASM & WS_FTP

e Unless directed otherwise by your PC support people, format the hard drive

When you’ve taken these steps, you can turn it in as directed locally.
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Appendices

1. E-Exam lcons

2. Career Field Listings for Specialty Areas
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E-Exam lcons

This table provides a quick overview of the various icons used in E-Exam.

lcon

NEXT &

b

Description

Add New

Close page and
return to previous

Delete

Scroll Down

Download Data

Export Data

Challenge Question

Help

Lock/Unlock Tests

Back/Forward
Question Navigation

Next Question

Next Page

Previous Page

lcon Description
| I t
Beturn Close curren
screen/return to
previous
Print

Indicates Scenario
used with Question

i
8

Go to Scenario for

EI

Question
T Go to Question for
et Scenario
Exit and Score Test
| 4) SLUORE or Go back to

previous Question

Search for ...

Set up printer

Go to Start of File

Display Student
Information

H Go to End of File

E B EBE

Navigate Document

EE 1 0f 3 E‘I and Number of

Pages in Document
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Career Field Listing for Specialty Areas

Career Field Specialty Area

1A Aircrew Operations
1C Command Control Systems Operations
AN Intelligence
1S Safety
1T Aircrew Protection
1w Weather
2A Manned Aerospace Maintenance
2E Communications-Electronics
2F Fuels
2G Logistics
2M Missile & Space Systems Maintenance
2P Precision Measurement
2R Maintenance Management Systems
2S Supply
2T Transportation & Vehicle Maintenance
2W Munitions & Weapons
3A Information Management
3C Communications-Computer Systems
3E Civil Engineering
3H Historian
3M Morale, Welfare, Recreation & Services
3N Public Affairs
3P Security Forces
3R Printing Management
3S Mission Support/Personnel
3U Manpower
3V Visual Information

4x (all except 4Y) Medical
4Y Dental
5] Paralegal
5R Chaplain Service Support
6C Contracting
6F Financial & Financial Management
7S Special Investigations

Squadron Officer College (SOC)

Professional Military Education

Air Command & Staff College (ACSC)

Professional Military Education

Air War College (AWC)

Professional Military Education

Senior NCO Academy (Course 12)

Professional Military Education

September 2004

135



Test Control Officer’s Guide E-Exam

Course Number Listings for Specialty Areas

Courses Specialty Area
1A051, 1A151, 1A251, 1A351, 1A451, Aircrew Operations
1A551, 1A651, 1A751 (A & B when
applicable)
1COxx, 1C2xx, 1C3xx, 1C4xx, 1C5xX, Command Control Systems Operations
1C6xx
1NOXx Intelligence
1S0xx Safety
17151, 1T751 Aircrew Protection
1WO0xx Weather
2A1xX, 2A3XX, 2A5XX, 2A6XX Manned Aerospace Maintenance
2EO0xx, 2E1xxX, 2E2xX, 2E3xX, 2E6XX, Communications-Electronics
2EXT7X
2F0xX Fuels
2G0xx Logistics
2MOXX Missile & Space Systems Maintenance
2P0xx Precision Measurement
2R0xx, 2RX7X Maintenance Management Systems
250xx Supply
2TOxx, 2T1xX, 2T2xX, 2T3xX, 2T4xX Transportation & Vehicle Maintenance
2WOxx, 2W1xx, 2W2xx Munitions & Weapons
3A0XX Information Management
3C0xx, 3C1xx, 3C2xx, 3C3xx Communications-Computer Systems
3EOxX, 3E1xx 3E2xX, 3E3xX, 3E4XX, Civil Engineering
3E5xx, 3E6xX, 3E8xX, 3E9xX (all except
3E7)
3E7xX, 472xx, 10XXX Fire Protection
3HOxX Historian
3M Morale, Welfare, Recreation & Services
3NOxX Public Affairs
3P0Xx Security Forces
3R Printing Management
3S0xx, 3S1xx, 3S2xx, 73470B Mission Support/Personnel
3U0xx Manpower
3V0xx, 70350 Visual Information
4x (all except 4Y) Medical
4Y0xx Dental
5J0xx Paralegal
5R0xx Chaplain Service Support
6COxx Contracting
6FO0XX Financial & Financial Management
7S0xx Special Investigations
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Air Crew Operations
Course Training Area
1A351A Communications/Navigation
1A151, 1A151C, 1A251 Engineering
1A051, 1A251, 1A451, 1A551, 1A651, 1A751 | Enlisted
1A151B Helicopter
Air Crew Protection
Course Training Area
1T151, 1T171 All Training Areas & Enlisted
Civil Engineering
Course Training Area
3E051A, 3E051B, 3E052A, 3E052B, Electrical
3E051G, 3E051H
3E551A, 3E551B Engineering
10612, 3E451, 3E452, 3E951, 3E951G Enlisted

3E453A, 3E453B, 3E453C

Environmental

3E851, 3E851B, 3E851G, 3E851H

Explosive Ordnance Disposal

3E251A, 3E251B

Ground Equipment

3E151B, 3E151C, 3E151D, 3E151E,
3E151F

HVAC

3E651, 3E651G, 3E671S

Operations Resource Management

3E351A, 3E351B, 3E351C

Structural

Command Control

Systems Operations

Course

Training Area

1C051, 1C071

Airfield Management

1C251A, 1C251B, 1C251S, 1C251T

Combat Control

1C351, 1C451, 1C551

Command & Control

1C052, 1C072

Operations Resource Management

1C651A, 1C651B, 1C651C, 1C651D

Space Systems

Communications Electronics

Course

Training Area

45572B, 45572C, 45572D, 45572E, 2E152

Communications/Navigation

2E151

Electrical

2E154, 2E251, 2E351B, 2E652, 2E653,
2EX5X

Enlisted

2E051, 2E153

Ground Equipment
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Fire Protection

Course

Training Area

10023, 10023G, 10023M, 10023S,10024,
10024G, 10025, 10025G, 10027, 10027G,
10027S, 10028, 10028G

Driver/Operator

10612G

Enlisted

10011, 10011G, 10012, 10012G, 3E731,
3E731G, 3E751A, 3E751E, 3E751G, 3E751K

Fire Fighter

10311, 10311G, 10312, 10312G, 10313,
10313G

Fire Inspector

10211, 10211G, 10213, 10213G, 10214,
10214G, 57170E, 57170G, 57170K

Fire Officer

10411, 10411G, 10411M, 10411S, 10412,
10412G, 10413, 10413G

Fire Service Instructor

47201, 47201G, 47201M, 472018, 47202,
47202G, 47202M, 47202S, 47203, 47203G,
47203M, 47203S, 47205, 47205S

Hazardous Materials

Manned Aerospace

Maintenance

Course

Training Area

2A051, 2A0511, 2A0512, 2A0513, 2A051A,
2A051B, 2A051C, 2A051D, 2A151, 2A152A,
2A152B, 2A152C, 2A351, 2A352D, 2A352E,
2A352F, 2A372, 2A55A2, 2A55A4

Avionics

2A154C, 2A553F

Combat Control

2A154A, 2A154B, 2A351A, 2A352A,
2A352B, 2A553E

Command & Control

2A153A, 2A153F, 2A173, 2A351B, 2A351C,
2A352C, 2A452A, 2A452B, 2A452C,
2A453B, 2A453C, 2A553A

Communications/Navigation

2A653, 2A656, 2A676

Electrical/Environmental

2A157B, 2A177, 2A252B, 2A553C, 2A553D

Electronic Warfare

2A353, 2A353A, 2A353B, 2A353J, 2A373,
2A373A, 2A373B, 2A373J, 2A551, 2A751

Engineering

2A652, 2A672

Ground Equipment

2A451A, 2A451B, 2A451C, 2A553B

Guidance & Control

2A552, 2A572 Helicopter
2A655, 2A675 Hydraulics Maintenance
2AB651A, 2A651B, 2A654 Propulsion
2A752, 2AT753, 2AT754, 2AX7X Structural
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Medical

Course

Training Area

4F071, 4AM051

Aeromedical

4B051M, 4B051N, 4B0510, 4B051P, BGERBM

Bioenvironmental

4A251A, 4C051, 4D051, 4E051, 4M051, 4R051

Enlisted

4A051, 4A051B, 4A051C, 4A071, 4A151,
4A171, 4E051

Health Services Management

4A251A, 4A251B, 4HO71, 4TO51A, 4T051B,
4T051C

Medical Lab

4NO51A, 4N051B, 4N051C, 4N051D, 4N151A,
4N151B

Medical/Surgical Service

B6ERPM, B6RSOM, 4J051A, 4J051B, 4J052A,
4J052B, 4J071, 4J072

Occupations/Physical Therapy

4V051, 4V051A, 4V071

Ophthalmology/Optometry

4P051A, 4P051B

Pharmacy

Missile and Space Systems Maintenance

Course

Training Area

2MO51A, 2M051B, 2M051C, 2M052, Space Systems

2M053, 2M071, 2M072, 2M073
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